State of California Business, Transportation and Housing Agency

Memorandum

Date: April 29, 2009

To: Assistant Comumissioner, Staff

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Administrative Services Division

File No.: 70.A5031

Subject: FIRST QUARTER 2009 COMMAND INSPECTION

For the first quarter 2009 command inspection, Administrative Services Division (ASD) selected
Area Administration from the Highway Patrol Guide (HPG) 22.1, Chapter 1. Attached are the
Area Management Evaluation forms (CHP 453A) and Exceptions Documents for ASD and all its

sections.

The results of this command inspection were mostly favorable. Only one section showed any
significant deficiencies with regard to Area Administration and requires additional follow-up.
One other section had a minor deficiency that will be easily remedied.

In conducting the command inspections, the inspectors had difficulty utilizing and completing
the CHP 453As as several of the items on the form did not apply to nonuniformed staff or
required an explanation, and there was no “DNA” column or space on the form to provide this
information. Otherwise, there were no problems encountered in conducting this command

inspection.

If you have any questions, please contact me at (916) 375-2102.

C‘O(vwvg/ﬂ&/—\

C. A. WALKER
Assistant Chief

Attachments

Safety, Service, and Security



STATE OF CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ASD (070) ASD 1
COMMAND INSPECTION PROG RAM tnspected by: Date:
EXCEPTIONS DOCUMENT Kathy Marshall/Debbie Schmick | 4/2/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[X Division Level [] Command Level [ Appeal Included
[[] Executive Office Level [ Attachments Included

Commander's Signature:

Follow-up Required: Forward to:

(] Yes No

Due Date:

".trectlonr:' e _

aitie Prtces T

lnspector’s Cet

The Chief encourages staff to develop creative ideas for improving efficiency and effectiveness. The following
completed or in-progress projects illustrate some of the beneficial ideas that have come from Administrative
Services Division (ASD) employees: Replacing Form Flow with a more intuitive .PDF Document Creator
program; procuring Asset Management software for Facilities Section; purchasing the Fleet Focus equipment
management program; implementing the Payroll Accounting system and Accounts Receivable database;
developing the Cadet Application On-line system; and possibly transferring the cadet background investigation
Personal History Questicnnaire to an on-line application. The Chief routinely surveys various units/programs to
determine where staff are needed most and reallocates staff as necessary.

| Command Suggestions for Statewide Improvement:

When possible, commanders should be open to staff's ideas for improving procedures, if those changes would
result in a cost-effective benefit to the Department. Commanders should consider redistributing personnel
resources to various programs/units, if possible. This would shift resources where needed and encourage cross-

training on duties.

Inspector’s Findings: : ]

This Division office inspection positively represented all aspects of the Area Administration chapter inspection.
The Chief described numerous examples of successful planning, staffing, organizational efficiency, top-down and
bottom-up communications, and staff meetings. The Division log and various other documents were reviewed
and found to be current and appropriate. The Chief interacts regularly with staff of all levels, often doing walk-
throughs of the various sections/units that comprise the Division, and utilizes an open door policy for
communicating with staff. The Chief constantly strives to improve and streamline Division operations and
encourages and often implements staff's ideas when appropriate. While the communication between the Division
Chief and staff is sufficient, it was noted that the photographs on the picture board were not current. However,
the ASD employees will be relocating to a new facility soon and may not be able to continue utilizing the picture
board unless there is sufficient space to display it. Therefore, this is not considered a correctable item at this

time.

CHP 680A {Rev. 08-08) OP[ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division Chapter:

ASD (O70) ASD 1

Inspected by: Date:
4/2/2009

Kathy Marshall/Debbie Schmick

[ Commander's Response:

No comments provided.

[ Inspector's Comments:

No additional comments.

oz

oe Action Ian ieie '
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
ASD (070) ASD 1

Inspected by: Date:
Kathy Marshall/Debbie Schmick | 4/2/2009

Page 3

Appeal Process: (Appeals shall be filed within five (5).business days of the completed chapter inspection).

or eal.

[Appeal Review/Decision: (This shall be the only level of appeal). ]

Lead Inspector's Signature: Date:

Ca.z.0. Ok U 28-09

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 03-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION

AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OPI 009

Kathy Marshall and Debbie Schmick

AREA DVISION NUMBER

ASD (070) ASD

EVALUATED BY DATE
4/2/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer,
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation (] Informal Evaluation

SUSPENSE DATE

(1) Lines of authority, responsibility, and training”

FOLLOW-UP REQUIRED COMMANDER'S REVIEW DATE
(] Correction Report . PR  / .
] YES NO m ﬂmb C/R g/&;@
BY
& R A z ¥ 4 EVALUATED ACTION REQUIRED CORRECTED
1, MANAGEMENT FUNCTIONS
o Yes No
a. What functions of management were observed?
(1) Planning adeguate? Yes [ INo
(2) Organization adequate? Yes [JNo
(3) Staffing adequate? Yes [JNo
(4) Directing adequate? Yes [JNo
(5) Controlling adequate? Yes [ INo
(8) Delegating adequate? Yes [ ]No
- =T : EVALUATED ACTION REQUIRED CORRECTED
:2. ORGANIZA-'FION Yes No
a. Current Organizational Charnt? Yes [ INo
Yes [ JNo

b, How are personnel informed of commander's absence?

Through the electronic calendar, ¢-mail, or phone call.

(1) Alternate assigned? Yes [JNo
(2) Division notified via comm-net? [ Yes No

c. Have collateral duties been assigned to supervisors? Yes I No
Yes [JNo

(1) Officers aware of assignments and/or changes?

d. How was efficiency of the organization tested? ~ Reviewed Division log for completion of projects; reviewed duty statements and

organization chart; personal observation of processes and interaction of commander with subordinate employees.

e. Is there an appropriate span of control? Yes [ JNo
f G : EVALUATED ACTION REQUIRED CORRECTED
3. JOB DESCRIPTIONS
e . Yes No
a. Local procedure for periodic review? Yes [ No
(1) Date of last review update? 10/1/2008
b. Authority limits explained? Yes [ No
c. Written job descriptions for positions? Yes [ No
Destroy Previous Editions cAB35T0 .
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP| 009

(1) Where are job descriptions kept? Electronic files

(2) Has cross training been conducted?

Yes

{INo

‘4., COMMUNICATIONS -

EVALUATED
Yes

AGTION REQUIRED

No

CORRECTED

a. Commander's methods to disseminate and receive information? The Chief uses e-mail and/or spealcs directly to staff. The Chief

receives information verbally and via e-mail from the Assistant Chiefs and other employees. There is an open door policy.

(1) Does the commander use both formal and informal channels?

Yes

[ Ne

(2) How does the commander inform personnel of their contributions and/or accomplishments? Chief shares appreciation with

employee's supervisor or speaks directly to employee. Commendations are sometimes given to staff. Stalf commended at meetings.

b. Good up and down flow of information within Area? Yes [ INo
(1) Commander to supervisors? Yes [JNo
(2) Commander to officers through lieutenants/sergeants? Yes [INo
(3) Supervisors to commander? Yes [ JNo
(4) Supervisors to officers? Yes [JNo
(5) Officers to supervisors? Yes I No
(6) Officers to commander through chain of command®? Yes [ Neo
(7) Between uniformed/nonuniformed employees? Yes [ No
(8 Suggestions for improvement made/tested? Yes [JNo
c. Commander and supervisors available for counseling? Yes [INo /L) o
(1) Commander attend briefings? Yes [[INo Aog
(2) Lieutenant attend briefings? CJyes [INo — M
d. s the information system effective? Yes [ No —[
(1) Are personnel aware of current_projects? Yes [ INo L
(2) Weekly carrespondence routed? Yes  [INo ?—63;‘
e. Howis the commander kept informed of daily events?  Chief receives Comm-Nets, information e-mailed, Assistant Chiefs notify ‘
Chief, and Chief meets with staff to learn about events.
f. Are photos on picture board current? []Yes No
5. AREA AND STAFF MEETINGS . i:r:;umen ;C;ON REQUIRED CORRECTED
a. Commander or facilitator/manager adequately prepared for meetings? Yes [ No
(1) Do meetings begin on time? Yes [ JNo
(2) Isthere an agenda? Yes [ Neo
Destroy Previous Editions e
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OPI 009

b. How often are Area meetings held? Typically, after Top Management meetings.
(1) Who coordinates agenda?  Support staff.
(2) Who takes minutes? Support staff.
(3) Is action taken, with subsequent follow-up? — Yes [ ]No
¢. Are successive meetings held? Yes (I No
d. Are Top Management minutes discussed? Yes [JNo
(1) Does commander support deparimental programs? Yes [JNo
(2) Do employees understand information disseminated? Yes [ No
e. Are special interest programs planned? Yes [[JNo
. Are schedules arranged for maximum attendance? Yes [JNo
(1) s information conveyed to absent members? Yes [JNo
g. What is the frequency of staff meetings? Varies with entire staff. Daily or weekly with Assistant Chiefs.
(1) Agendas distributed prior to meetings? Yes [ ]No
(2) Who attends? Assistant Chiefs and support staff.
¢
(3) Action taken, with subsequent follow-up? Yes [JNo i Al
h. Are sergeants-only meetings held? [ Yes No t— \{JV

What is the frequency of nonuniformed meetings? Varies

y\\\\*/

3

(1) Who schedules these meetings? Chief

(2) What is the commander's role? To provide information and/or direction, discuss daily activities, discuss status of projects and to

share ideas.

(3) Action taken, with subsequent follow-up? Yes [INo
3 2 - EVALUATED ACTION REQUIRED CORRECTED
‘6. MANAGEMENT OF TIME : !
S Yes ) No
a. s time spent on activities proportionate to importance? Yes [JNo
b. Commander/lieutenant/sergeants available other than business hours? Yes [ No
_ L . ] : : EVALUATED ACTION REQUIRED CORRECTED
7. COLLECTIVE BARGAINING Yes No
a. Does the commander comply with Contract Interpretations (Cl)? Yes {JNo
(1) Does a library copy of all Cls exist? Yes [ INo
(2) Employee groups notified prior to changing policy? Yes []No
(3) Employee contract training for nonuniformed supervisors? Yes [INo
(4) Managers/supervisors understand grievance/complaint procedures? Yes [ JNo
Destroy Previous Editions -
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP! 009

Kathy Marshall and Debbie Schmick

’}\REA DIVISION NUMBER

ASD (070) ASD

EVALUATED BY DATE
4/2/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement ~an he handwritton if dacirad

TYPE OF EVALUATION

Formal Evaluation

[] Informal Evaluation

/509

\TE

Lol i [[] Correclion Reporl / i/'ff)
CIYes [@No ‘//”?5707
;:1 -< o Laalely : TR JRRECTED
a.. V;Ir;at. functions of management were observed? 084} Muﬁ/&cbjj /M
(1) Planning adequate? W ) ) JYes [JNo
(2) Organization adequate? % el /Z///’, TYes [JNo
(3) Staffing adequate? /2:"///’] - //7LC S = JYes [INo
(4) Directing adequate? OZ}({D/(/&Q/ 7JYes [JNo
(5) Controlling adequate? 71Yes  [INo
(6) Delegating adequate? Yes [INe
R EVALUATED ACTION REQUIRED CORRECTED
2 ok <l P Yes No
a. Current Organizational Chart? Yes [INo
(1) Lines of authority, responsibility, and training? Yes [ JNo
b. How are personnel informed of commander's absence?  Through the electronic calendar, e-mail, or phone call.
(1) Alternate assigned? Yes O No
(2) Division notified via comm-net? []Yes No
c. Have collateral duties been assigned to supervisors? Yes [ No
Yes [INo

(1) Officers aware of assignments and/or changes?

d. How was efficiency of the organization tested?

Reviewed Division log for completion of projects; reviewed duty statements and

organization chart; personal observation of processes and interaction of commander with subordinale employees.

e. lIs there an appropriate span of control? Yes [JNo
R N R rE aTy | EVALUATED ACTION REQUIRED CORRECTED
i7 : ! o Yes No
a. Local procedure for periodic review? Yes [ 1No
(1) Date of last review update? 10/1/2008
b. Authority limits explained? Yes [ No
c. Writien job descriptions for positions? Yes I No
Destroy Previous Editions c453a506.pel
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION

AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP1 009

AREA, DIVISION NUMBER
ASD (070) ASD

EVALUATED BY DATE
Kathy Marshall and Debbie Schmick 4/2/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation [1Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED COMMANDER'S RE‘\J‘IEW DATE
[[] Correclion Report - « - 6’1 .7
Yes [@No ﬂ/ & ﬂ,ﬁm 9757
B P e e P AR EVALUATED ACTION REQUIRED CORRECTED
1. MANAGEMENT v
s es No
a. What functions of management were observed?
(1) Planning adequate? Yes (O No
(2) Organization adequate? Yes [ No
(3) Staffing adequate? Yes [INo
(4) Directing adequate? Yes [ JNo
(5) Controliing adequate? Yes [JNo
(6) Delegating adequate? Yes [ JNo
SR “|EVALUATED ACTION REQUIRED CORRECTED
rg._'. : '| Yes No
a. Current Organizational Chart? Yes I No
(1) Lines of authority, responsibility, and training? Yes [ JNo
b. How are personnel informed of commander's absence?  Through the electronic calendar, e-mail, or phone call.
(1) Alternate assigned? Yes  [INo
(2) Division notified via comm-net? [Jves No
¢. Have collateral duties been assigned to supervisors? Yes [T No
Yes [ No

(1) Officers aware of assignments and/or changes?

d. How was efficiency of the organization tested?

Reviewed Division log for completion of projects; reviewed duty statements and

organization chart; personal observation of processes and interaction of commander with subordinale employees.

e. Is there an appropriate span of control? Yes [JNo
| SeLgleai e T s | EVALUATED ACTION REQUIRED CORRECTED
_ | Yes No
a. lLocal procedure for periodic review? Yes [JNo
(1) Date of last review update? 10/1/2008
b. Authority limits explained? Yes I No
c. Written job descriptions for positions? Yes [ No
Destroy Previous Editions c4538506.pct
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JF CALIFORNIA
ATMENT OF CALIFORNIA HIGHWAY PATROL

KEA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP| 009

(1) Where are job descriptions kept? Electronic files

(2) Has cross training been conducted? ' Yes [ JNo
5 T (BT ; [[EVALUATED ACTION REQUIRED CORRECTED
No

a. Commander's methods to disseminate and receive information? The Chief uses e-mail and/or speaks directly to staff. The Chief

receives information verbally and via e-mail from the Assistant Chiefs and other employees. There is an open door policy.

(1) Does the commander use both formal and informal channels? Yes [J No

(2) How does the commander inform personnel of their contributions and/or accomplishments? Chief shares appreciation with

employee's supervisor or speaks directly to employee. Commendations are sometimes given to staff. Staff commended at meetings.

b. Good up and down flow of information within Area? Yes [J No
(1) Commander to supervisors? Yes [J No
(2) Commander to officers through lieutenants/sergeants? Yes I No
(3) Supervisors to commander? Yes I No
(4) Supervisors to officers? Yes [JNo
(5) Officers to supervisors? Yes [1No
(6) Officers to commander through chain of command? Yes [JNo
(7) Between uniformed/nonuniformed employees? Yes [ INo
(8) Suggestions for improvement made/tested? Yes [ INo
c. Commander and supervisors available for counseling? Yes [ INo
(1) Commander attend briefings? Yes [JNo
(2) Lieutenant attend briefings? Un f_.I :Zu-#'r"mam‘}‘j CiA }Q-SLO [JYes No
d. Is the information system effective? Yes  [JNo
(1) Are personnel aware of current projects? Yes [JNo
{2) Weekly correspondence routed? ' Yes  [INo

e. How is the commander kept informed of daily events?  Chief receives Comm-Nets, information e-mailed, Assistant Chiefs notify

Chief, and Chief meets with staff to learn about cvents.

f. Are photos on picture board current’)é F“ "l'D {-—_{ e r CAAS l/)o » 4‘1&"/}_‘_ [Jves No
o I

EW\LUJ\‘I'E{J ACTION REQUIRED CORRECTED

%5 ARE

Yes No

B iR SRR
a. Commander or facilitator/manager adequately prepared for meetings? Yes (I No
(1) Do meetings begin on time? Yes [JNo
(2) Is there an agenda? Yes [ JNo
Destroy Previous Editions 4532506 paf
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JF CALIFORNIA
‘RTMENT OF CALIFORNIA HIGHWAY PATROL

AEA MANAGEMENT EVALUATION

AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP] 009

b. How often are Area meetings held? Typically, after Top Management meetings.

(1) Who coordinates agenda?  Support staff.

(2) Who takes minutes? Support staff.

(3) Is action taken, with subsequent follow-up? Yes [ JNo
c. Are successive meetings held? Yes [JNo
d. Are Top Management minutes discussed? Yes [ No
(1) Does commander support departmental programs? Yes [INo
(2) Do employees understand information disseminated? Yes [ JNo
e. Are special interest programs planned? Yes [ ]No
f. Are schedules arranged for maximum attendance? Yes [CINo
(1) Is information conveyed to absent members? Yes [JNo

g. What is the frequency of staff meetings? Varies with entire staff. Daily or weekly with Assistant Chiefs.

(1) Agendas distributed prior to meetings? Yes [JNo

(2) Who attends? Assistant Chiefs and support staff.

(3) Action taken, with subsequent follow-up? Yes I No

i ? -
h, Are sergeants-only meetings held? Pymls | Sale Ton BSK_ []Yes No

i. What is the frequency of nonuniformed meetings? Varies

(1) Who schedules these meetings? Chief’

(2) What is the commander's role? To provide information and/or direction, discuss daily activities, discuss status of projects and to

share ideas.
(3) Action taken, with subsequent follow-up? : Yes [ No
: L : 1 ; ACTION REQUIRED CORRECTED
__ No
a. Is time spent on activities proportionate to importance? Yes [JNo
b. Commander/lieutenant/sergeants available other than business hours? Yes [INo
] : EVALUATED ACTION REQUIRED CORRECTED
; ; i| Yes No
a, Does the commander comply with Contract Interpretations (CI)? Yes [JNo
(1) Does a library copy of all Cls exist? Yes [ INo
(2) Employee groups notified prior to changing policy? Yes [(INo
(3) Employee contract training for nonuniformed supervisars? Yes [ONe
(4) Managers/supervisors understand grievance/complaint procedures? Yes [JNo
Destroy Previous Editions c453a506.pdf
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'SI-TATE Of.: CALIFORNIA i Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL FMS (071) FiSE) !
COMMAND INSPECTION PROGRAM inspecied by, | pae
EXCEPTIONS DOCUMENT Caryn Argenio/Rosemary Sidley | 4/1/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION (7] Corrective Action Plan Included
[] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level [ Attachments Included

Date:

-9"/.1'// 43

Commander's Signature:

Forward to:

Due Date: WW%”

Follow-up Required:

[]Yes X No

Inspector's Comments Regrdlng Intlve Practices:

Fiscal Management Section (FMS) worked with Information Technology Section and Human Resources
Section (HRS), Personnel Transactions Unit (PTU) to automate and streamline departmental account
receivable tracking. ITS developed the Employee Payroll Advance Recovery System (EPARS) that is
utilized by FMS and PTU staff to efficiently track and collect on account receivable accounts.

| Command Suggestions for Statewide Improvement: l

FMS implemented quarterly reporting on Driving Under the Influence cost recovery, witness fee
deposits, and invoices to enable commands to more effectively track submission and timely collection on
invoices. FMS implemented a vendor pre-payment program for arrest logs to enable vendors to order
multiple arrest logs from multiple areas without individual payments being sent to each Area office.

[ Inspector's Findings: |

This command inspection revealed that FMS is operating effectively with respect to Area Administration.
Job descriptions are current and reviewed annually, and cross-training within the section has been
completed. The dissemination and receipt of information and communication throughout the section is
very good. A variety of resources are utilized by the commander to ensure that all employees are made
aware of vital infermation pertinent to their daily operations as well as the Department. Regular staff
meetings are held, organized with an agenda, and follow-up meetings to resolve issues are encouraged
as necessary. The commander ensures all managers and supervisors are aware of assignments within
their scope of responsibility as well as scheduled timelines of all major projects to ensure deadlines are
met. FMS managers and supervisors are knowledgeable regarding the appropriate employee
bargaining units and know where to access the contracts. Management supports an open door policy to

resolve problems in a timely manner.

CHP 680A (Rev. 09-08) OP1010
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TMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
FMS (071) ASD 1

Inspected by: Date:
Caryn Argenio/Rosemary Sidley | 4/1/2009

Page 2

[ Commander’s Response:

| appreciate the opportunity provided by the Command Inspection to take a closer look at the daily
operations of the Fiscal Management Section. | am pleased that no corrective actions were necessary
and will continue to monitor our section to ensure compliance. Should any issues arise during the year,

they will be addressed in an expeditious and timely manner.

[Inspector's Comments:

No additional comments.

REgUiredAction HEEEaE

Corrective Action Plan/Timeline

CHP 680A (Rev 09-08) OP1 010
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_OMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
FMS (071) e 1

Inspected by: Date:
Caryn Argenio/Rosemary Sidley | 4/1/2009

Page 3

Commander's Basis for Appeal:

[Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

C«/)-7A)J/&9/—. L—/———',Ql—f—/)ql

Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev. 03-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ARES, LAVIION NUMEER
AREA MANAGEMENT EVALUATION FMS (071) ASD

AREA ADMINISTRATION EVALUATED BY DATE

CHP 453A (Rev. 5-06) OPI 009 Rosemary Sidley and Caryn Argenio 4/1/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION GUSPENSE DATE

Formal Evaluation [] Informal Evaluation

FOLLOW-UP REQUIRED COMMANDER'S REVIEW

[] Correction Report

i @i " Gran Dards-

DATE

420 /89

i MANAGEMEN?&' R EY\’:‘:\:IJATED ANC;lON REQUIRED CORRECTED
a. What functions of management were observed?
(1) Planning adequate? Yes [JNo
(2) Organization adequate? Yes {INo
(3) Staffing adequate? Yes [ JNo
(4) Directing adequate? Yes [ JNo
(5) Controlling adequate? Yes [ JNo
(6) Delegating adequate? Yes [JNo
2. -ORGA-N[ZA-TION. . | . _. i = | if:;umzu ;;:;1% REQUIRED CORRECTED
a. Current Organizational Chart? - Yes [ No
(1) Lines of authority, responsibility, and training? - Yes [No
b. How are personnel informed of commander's absence?  Via e-mail to all staff and Division.
(1) Alternate assigned? Yes [ JNo
(2) Division notified via comm-net? Yes [ No
c. Have collateral duties been assigned to supervisors? Yes [ No
[1Yes I No

(1) Officers awafe of assignments and/or changes? ;U/IC}

d. How was efficiency of the organization tested? ~ Completion of Year End Plan. Proper chain of command review and approval was

demonstrated as well as the dissemination of limelines to complete the projects.

e. l|s there an appropriate span of control? Yes [JNo
! y : EVALUATED ACTION REQUIRED CORRECTED
:3, JOB DESCRIPTIONS - .
A Yes No
a. Local procedure for periodic review? Yes I No
(1) Date of last review update? Annually, in October, Also reviewed and updated when a vacancy occurs.
b. Authority limits explained? Yes [JNo
c. Written job descriptions for positions? Yes  [INo
Destroy Previous Edilions 4538506 pdf
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(1) Where are job descriptions kept? In the section's files by the clerical support staff, as well as electronic copies.

Yes [1No

r EVALUATED ACTION REQUIRED CORRECTED
4. COMMUNICATIONS
: Yes No

(2) Has cross training been conducted?

a. Commanders methods to disseminate and receive information? Departmental Comm-Net messages, staff meetings, section bulletin

boards, through manager/supervisor meetings with staff.

Yes I No

(1) Does the commander use both formal and informal channels?

(2) How does the commander inform personnel of their contributions and/or accomplishments? In person by personally thanking them;

through e-mail so copies can be made and placed in {ield folders; performance evaluations; Commendable Form 2s.

b. Good up and down flow of information within Area? Yes [INo
(1) Commander to supervisors? Yes [INo

(2) Commander to officers through lieutenants/sergeants? A2/ 4 ] Yes 1 No

(3) Supervisors to commander? Yes I No

(4) Supervisors to officers? /A [JYes [INo

(5) Officers to supervisors? &)/,L) [dyes [No

(6) Officers to commander through chain of command? /k)/lél [Jyes [INo

(7) Between uniformed/nonuniformed employees? o/ [JYes [INo

(8) Suggestions for improvement made/tested? Yes [INo

¢. Commander and supervisors availabie for counseling? Yes [INo
(1) Commander attend briefings? Yes [JNo

(2) Lieutenant attend briefings? JC //4 [JYes [JNo

d. Is the information system effective? Yes [ No
(1) Are personnel aware of current projects? Yes [JNo
Yes [ INo

(2) Weekly correspondence routed?

e Howis the commander kept informed of daily evenis? ~ Departmental Comm-Nets, access to news clips via the computer, e-mails.

f. Are photos on picture board current? Yes [ JNo
S IR EVALUATED ACTION REQUIRED CORRECTED
5. AREA.AND.STAFF MEETINGS g
] : Yes No
a. Commander or facilitator/manager adequately prepared for meetings? Yes I No
(1) Do meetings begin on time? Yes [ JNo
(2) s there an agenda? Yes [JNo
Destroy Previous Editions c4524508.pcf
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b How often are Area meetings held? Every other month, unless need dictates sooner.

(1) Who coordinates agenda? FMS Commander

(2) Who takes minutes? No minutes are taken.

(3) s action taken, with subsequent foflow-up? Yes  [JNo
c. Are successive meetings held? Yes [ JNo
d. Are Top Management minutes discussed? Yes (I Ne
(1) Does commander support departmental programs? Yes [JNo
(2) Do employees understand information disseminated? - Yes [JNo
e. Are special interest programs planned? Yes [ |No
f. Are schedules arranged for maximum attendance? Yes [OINo
(1) s information conveyed to absent members? Yes (I No

g. What is the frequency of staff meetings? Every other month, unless need dictates sooner.

(1) Agendas distributed prior to meetings? Yes [ JNo

(2) Who attends? Al staff. Meetings are scheduled so the majority of staff can attend. Manager/supervisor meetings occur at the

same frequency, and prior to the section staff meetings.

(3) Action taken, with subsequent follow-up? Yes [J No
[JYes [No

h. Are sergeants-only meetings held? /d/F}

i, What s the frequency of nonuniformed meetings? Every other month, unless need dictates sooner.

(1) Who schedules these meetings? FMS Commander

(2) What is the commander's role? To facilitate the meeting, answer questions, and create the agenda.

(3) Action taken, with subsequent follow-up? Yes [ No
I T hENR EVALUATED ACTION REQUIRED CORRECTED
‘6. MANAGEMENT OF TIME
- i : Yes No
a. s time spent on activities proportionate to importance? Yes [INo
b. Commander/lieutenant/sergeants available cther than business hours? ’ Yes [ Ne
i R T > L o ; EVALUATED ACTION REQUIRED CORRECTED
. COLLE.(.?T;IVE BARGAINING Yes No
a. Does the commander comply with Contract Interpretations (GI)? Yes [JNo
(1) Does a library copy of all Cls exist? Yes 1 No
(2) Employee groups notified prior to changing policy? Yes [JNo
(3) Employee contract training for nonuniformed supervisors? Yes [JNo
(4) Managers/supervisors understand grievance/complaint procedures? Yes [ ]No
Destroy Previous Editions c453a508 pdlf

CHP 453A (Rev. 5-06) Page 3 of 3



hid

—

&

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
FOS (074) ASD 1

inspected by: Date:

R. Sidley/D. Schmick 4/7/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

(] Division Level [X] Command Level

[] Executive Office Level

[ ] Corrective Action Plan Included
(] Appeal Included
(] Attachments Included

Follow-up Required: Forward to:

[]Yes X No

Due Date:

Inspectors Comnts r Innovative Practices:

Commander's Signature:

Fleet Operations Section (FOS) purchases and equips motor vehicles for the Department. In.order to
ensure the highest quality and best equipped vehicles are available within the shortest timeframe, FOS
provides cross-training to staff working the equipping line. Staff are rotated on a regular basis among
the ten work/equipping stations on the line; and they are continuously cross-trained to ensure the
production does not suffer if employees are out of the office due to sick leave, vacation, furloughs, etc.

[ Command Suggestions for Statewide Improvement.

[ Inspector's Findings:

This command inspection revealed that FOS is very effective with respect to area administration. The
section organization chart is current and the job descriptions are reviewed annually as well as when
vacancies are filled. Section staff are thoroughly aware of their duties and responsibilities. There is
excellent communication among the FOS commander and staff. The commander informally visits with
employees and conducts regular staff meetings with all of the staff, including those at the Torrance
facility. Although there is no formal agenda for the staff meetings, minutes of the meetings are taken,
and action items are followed up on. Due to the nature of the work performed by the Automotive
Technicians in this section, there is a great amount of attention spent on cross-training the staff and on
occupational safety issues. In an effort to meet deadlines, the commander ensures that all managers
and supervisors are aware of assignments that are within their scope of responsibility as well as the
scheduled timeframes of all major projects. The commander and unit managers/supervisors are
knowledgeable regarding the bargaining unit contracts. Management supports an open door policy to

resolve problems in a timely manner.
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EXCEPTIONS DOCUMENT
Command: Division: Chapter:
FOS (074) ASD 1
inspected by: Date:
Page 2 R. Sidley/D. Schmick 4/7/2009
[‘Commander's Response: ]

Fleet Operations Section has reviewed the documents and concur with the inspector's comments and
findings.

[ Inspector's Comments:

No further comments.

Required Action: -

Corrective Action Plan/Timeline
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Inspected by: Date:

R. Sidley/D. Schmick 4/7/2009

Commander’s Basis for Appl:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
C-a 7.0, 00, Y24-0F
ate:

Responding Commander's Signature (for appeal):
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INSTRUCTIONS: Indicate items reviewed by placing a check in the

form is used as a Correction Report, the "Correction” box shouid

AREA DIVISION NUMBER

FOS (074) ASD

EVALUATED BY DATE
4/7/2009

Rosemary Sidley and Debbie Schmick

"Evaluated" box and/or the "Action Required" box. If this

be injtialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, of fillin the blanks as indicated. If add

can be placed on the CHP 454, Area Management Evaluation Supplement. The Sup
accomplishments or corrective actions, unresolved items, problems or progres

s, and t

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

itional comments are necessary, the information
plement should include significant findings,
he evaluator's overall impressions. This

TYPE OF EVALUATION
Formal Evaluation (] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED ]
[] Correction Report

COMMANDER'S REVIEW

DATE

(JYeEs [ZINO " ¢/>,7)f0ﬁ
: | EVALUATED ACTION REQUIRED CORRECTED
Yes No
a. What functions of management were observed?
(1) Planning adequate’f Yes [ JNo
(2) Organization adequate? Yes []No
(3) Staffing adequate? Yes [ No
(4) Directing adequate? Yes [ JNo
(5) Controlling adequate? Yes [INo
(6) Delegating adequate? Yes [ INo
“[EVALUATED ACTION REQUIRED CORRECTED
#|Yes No
a. Curent Organizational Chart? Yes [INo
(1) Lines of authority, responsibility, and training? Yes [ ]No
b. How are personnel informed of commander's absence?  E-mail
(1) Alternate assigned? Yes [ JNo
B (2) Division notified via comm-net? Yes [ INo
c. Have collateral duties been assigned to supervisors? Yes [INo
[]Yes INo

(1) Officers aware of assignments and/or changes? U//é}

d. How was efficiency of the organization tested?  Reports are processed through the chain of comman

d, as appropriate. Folders with

tracking sheets are utilized for sign-ofl and tracking purposes. Walk-through of the facility.

e. s there an appropriate span of control? [#1Yes [No
TEE gy o T ; i v | EVALUATED ACTION REQUIRED CORRECTED
3. JOB'DESCRIPTIONS :
R T 5t = Yes No
a. Local procedure for periodic review? Yes [No
(1) Date of last review update? Reviewed annually and when decemed necessary due to changes in duties.
b. Authority limits explained? Yes [JNo
c. Written job descriptions for positions? Yes [INo
Destroy Previous Editions .
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(1) Where are job descriptions kept? Electronic and hard copies of job descriptions are maintained at the Administrative Assistant's

desk.

(2) Has cross training been conducted? Yes [ No
A » AT ; | EVALUATED ACTION REQUIRED CORRECTED

v Yes No

a. Commanders methods to disseminate and receive information? Verbally in discussions with employces, through e-mails and at

monthly staff meetings. Also, meetings are held every two months with employees at the Torrance facility.

(1) Does the commander use both formal and informal channels? Yes CJNo

(2) How does the commander inform personnel of their contributions and/or accomplishments? Verbally to the employee and/or to the

employee's supervisor.

b. Good up and down flow of information within Area? ) Yes [INo
(1) Commander to supervisors? Yes [ No
(2) Commander to officers through lieutenants/sergeants? [JYes [ No
(3) Supervisors to commander? Yes I No
(4) Supervisors to officers? ' ‘[QYes [INo
(5) Officers to supervisors? [JYes [No
(6) Officers to commander through chain of command? [JYes I Ne
(7) Between uniformed/nonuniformed employees? Yes [C1No
(8) Suggestions for improvement made/tested? Yes [ No

c. Commander and supervisors available for counseling? Yes [(J No
(1) Commander attend briefings? Yes [ No o
(2) Lieutenant attend briefings? [dyes [INo

d. Is the information system effective? . ' Yes I No
(1) Are personnel aware of current projects? Yes [INo
(2) WeeKkly correspondence routed? Yes [JNo

e. How is the commander kept informed of daily events? By e-mail or direct contact with the program managers.

f. Are photos on picture board current? Yes [JNo
A { = EVALUATED ACTION REQUIRED CORRECTED
| Yes No

S R e

a. Commander or facilitator/manager adequately prepared for meetings? Yes [JNo
(1) Do meetings begin on time? Yes [INo
[] Yes No

2) |sthere an agenda? £
( ) g l\_bﬁ ':\6.-" f’lj("‘i/l r‘;l (1 _("alf ¥o Lo Q"‘l—l [P N=TAN
% \

(-.f}m_l/l/“a_.!/?él e errourageS ook .d’i' SCASS [QE )
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b. How often are Area meetings held? Monthly

(1) Who coordinates agenda? There is no formal agenda prepared for the meetings.

(2) Who takes minutes? Program Manager

(3) Is action taken, with subsequent follow-up? Yes (JNo
c. Are successive meetings held? Yes [ JNo -
d. Are Top Management minutes discussed? Yes (I No
(1) Does commander support departmental programs? ves [1No
(2) Do employees understand information disseminated? Yes (I No
e. Are special interest programs planned? [JYes No
f Are schedules arranged for maximum attendance? Yes [INo
(1) Is information conveyed to absent members? Yes [INo

g. Whatis the frequency of staff meetings? Monthly. In addition, a meeting is held every two months with staff at the Torrance locati

[ Yes No

(1) Agendas distributed prior to meetings? é) & . l — s )

(2) Who attends? All staff - 60 employees.

(3) Action taken, with subsequent follow-up? Yes [JNo
h. Are sergeants-only meetings held? [JYes [No

i What is the frequency of nonuniformed meetings? Monthly. Every two months for Torrance employees.

(1} Wh schedules these meetings? Commander

(2) Whatis the commander's role? Commander facilitates the meeting, provides information and answers questions.

(3) Action taken, with subsequent follow-up? Yes [ JNo
A IME . j i | 15| EVALUATED ACTION REQUIRED [correcTED
5 = : R | Yes No
a. s time spent on activities proportionate to importance? Yes [JNo
b. Commanderilieulenanb’sergeants available other than business hours? Yes [} No
) it e N EVALUATED ACTION REQUIRED CORRECTED
e N el e Yos No
" a. Does the commander comply with Contract Interpretations (CI)? Yes [INo
(1) Does a library copy of all Cls exist? Yes [INo
(2) Employee groups notified prior to changing policy? Yes [JNo
e
(3) Employee contract training for nonuniformed supervisors? Yes [JNo
4) Managers/supervisors understand grievance/complaint procedures? ves [ JNo
Destroy Previous Editions U
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL BSS (076) ASE 1

COMMAND INSPECTION PROGRAM Inspected by: _ | pate:
Kathy Marshall and Julie Martin | 4/7/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used

additional space is required.

if

TYPE OF INSPECTION B Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
[C] Executive Office Level [ Attachments Included
Forward to: Commander's Signature: Date:

Follow-up Required:

X Yes [ No

Due Date:

Chapter Inspection:

Isctr s Rearig rctices:

The Business Services Section (BSS) commander sometimes allocates assignments that will help prepare staff
for upward mobility opportunities, such as bill analysis or special writing assignments. The commander plans to
introduce discussions about the Strategic Plan goals and objectives at quarterly staff meetings so staff
understand how important their work is to overall departmental efficiency and effectiveness.

BSS employees are located at different work sites (buildings); therefore, the commander has staff meetings at all
of the different locations so employees do not always have to leave their work sites for meetings. Also, this gives

the BSS employees an opportunity to visit their co-workers’ offices.

[[Command Suggestions for Statewide Improvement:

No suggestions for statewide improvement were provided.

[ Inspector’s Findings:

BSS is a nonuniformed command; therefore, several questions on the CHP 453A related to uniformed employees
were not applicable to this section. This command inspection determined that the overall area administration of
BSS is very good. Staff rely heavily on the Project Log to ensure accountability and timely completion of projects.
The commander communicates well with the employees, both verbally and through e-mail, and maintains an open
door policy. There are regular staff meetings where information is communicated to the staff and staff have the
ability to ask questions or provide input. The assignment of alternate commander is rotated among the
managers. Attempts are made to resolve issues at the lowest possible level.

This command inspection noted two areas of concern: 1) Most job descriptions are normally reviewed when there
is a vacancy. While most were updated in August 2007 or later, a few had not been updated since February
2004; 2) When a clerical employee is absent, the remaining clerical staff answer the telephones. However, there
is no cross-training of the clerical employees. It is recommended that all job descriptions be reviewed and
updated, and that a process be implemented whereby all of the job descriptions are periodically
reviewed for appropriateness. Additionally, all clerical staff should be cross-trained so one can perform

the duties of another as necessary.

CHP 6B0A (Rev. 09-08) OP| 010
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Eommander’s Response: 4|

Areas of concern:

(1

Review of job descriptions — As stated. the command reviews duty statements at the time of
vacancy. Due to the specialty of the command'’s units, most duty statements are specific in
nature and do not change. The inspector recommends a process for periodical review. Even
though the command has not had issue with its current practice, it will defer to the inspector’'s
recommendation and will incorporate a review of all duty statements. Please provide an
acceptable time frame for periodical review.

Cross-training of clerical employees — As stated, BSS clerical staff are only cross-trained on the
general clerical support duties such as answering phones, assisting visitors, routing and copying
documents, mail pick-up and distribution, etc. Due to the specialty of the units within BSS, the
ability to cross-train clerical staff on duties over and above general clerical support duties listed
above is not an effective or efficient use of resources. Many of the clerical staff are trained on
software programs unigue to their units and many of these programs have licensing issues which
does not allow unlimited users. In addition, due to the infrequency of use, the clerical staff would
have no proficiency with regard to these duties. The filing systems are also unigue. The BSS
has had issues in the past with misfiled documents. Adding additional staff to filing would most
likely exacerbate the situation instead of easing it. At this time, BSS respectfully disagrees with
the cross-training of clerical staff over and above the current duties. NOTE: The CHP is a pilot
agency for a new eProcurement system. When that system is fully functional, there will not be a
user issue. BSS plans to train all three office technicians to use this system. This system
replaces two of the current unit specific software programs (ACS and Dr. E).

Inspector's Comments:

(1)

(2)

All duty statements should be reviewed/updated by July 1, 2009, and then on a yearly basis
thereafter, either altogether, or individually to coincide with the employee’s performance
appraisal.

No further action is required concerning the cross-training of the clerical employees. The
commander has elaborated on the current cross-training of these employees, which appears
sufficient and will be enhanced when the eProcurement system is operational. Also, there are
extenuating circumstances in this command that would make extensive cross-training ineffectual.

Corrective Action Plan/Timeline

All duty statements with a July 1, 2008, or earlier review date, will be reviewed/updated by July 1, 2009

(combining any annual reviews in the process). T

hereafter, they will be reviewed at the time of each

employee’s annual evaluation.

CHP 880A (Rev. 09-08) OPi 010
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5) business days comp.'eted chapter Inspect:on)

Commander’s Basis for Apeal:

IT-\ppeal Review/Decision: (This shall be the only level of appeal). J

Lead Inspector's Signature: Date:

coo 101, U DY =0

Responding Commander's Signature {for appeal): Date:
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AREA OVISION NUMBER

BSS (076) ASD

EVALUATED BY DATE
4/7/2009

Kathy Marshall and Julie Martin

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Carrection Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation [] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED ]
[7] Correction Report

COMMANDER'S REVIEW

DATE

4.34.09

ves [JNO AL Qb esr—
BY
S £+ EVALUATED ACTION REQUIRED CORRECTED
#|Yes No
a. What functions of management were observed?
(1) Planning adequate? Yes [ ]No
(2) Organization adequate? Yes [ No
(3) Staffing adequate? Yes [ No
(4) Directing adequate? Yes [INo
(5) Controlling adequate? Yes [ JNo
(6) Delegating adequate? Yes [ JNo
= it : || EVALUATED ACTION REQUIRED CORRECTED

2 _ : H{Yes No
a. Current Organizational Chart? Yes [ No
(1) Lines of authority, responsibility, and training? Yes [JNo

b. How are personnel informed of commander's absence?  E-mail, phone call or voice mail.
(1) Alternate assigned? Yes []No
(2) Division notified via comm-net? Yes []No
c. Have collateral duties been assigned to supervisors? Yes I No
[1Yes I No

(1) Officers aware of assignments and/or changes? [u///,}

d. How was efficiency of the organization tested?

Managers often build a detailed work plan for assignments and include the

information on the Project Log. The Project Log was reviewed and the projects are on track for completion by the due dates.

e. Is there an appropriate span of control? Yes [JNo
G L T T RS e e N : i | EVALUATED ACTION REQUIRED CORRECTED
{3, JOB DESCRIPTIONS" Y
e e e e P e HRAL Yes
a. Local procedure for periodic review? [JYes No
(1) Date of last review update? Most were reviewed in August 2007 or later. Updated as positions vacate.
b. Authority limits explained? Yes [JNo
c. Written job descriptions for positions? Yes [JNo
Destroy Previous Editions L
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(1) Where are job descriptions kept? In binders near the commander's office. Job descriptions for all BSS employees were reviewed.

Most were updated in August 2007 or later, but a few were dated 2004 and 2.006.

(2) Has cross tramlng been conducted? z&-ﬁf,l/' ‘f’D CXCE-{O‘,'I s (Iecoma e;/r/‘ (] Yes No

:4 COMMUNICAT{ON ;i_‘_

EVALUATED

".". Yes

ACTION REQUIRED
No

CORRECTED

a. Commander's methods to disseminate and receive information? E-mail groups are used frequently to disseminate information, as well

as through informal and formal meetings.

(1) Does the commander use both formal and informal channels?

Yes [J No

(2) How does the commander inform personnel of their contributions and/or accomplishments? In meetings, verbally directly to the

employee, and through announcements at informal events, such as potlucks. Congratulatory documents are placed in field folders.

b. Good up and down flow of information within Area? Yes O No
(1) Commander to supervisars? Yes [ No

(2) Commander to officers through lieutenants/sergeants? [ Yes (] No

(3) Supervisors to commander? Yes [ No

(4) Supervisors to officers? [JYes [ONo

(5) Officers to supervisors? (CJYes [INo

(6) Officers to commander through chain of command? [1Yes [J No

(7) Between uniformed/nonuniformed employees? [ Yes [ No

(8) Suggestions for improvement made/tested? Yes I Ne

¢. Commander and supervisors available for counseling? Yes [ No
(1) Commander attend briefings? Yes [ INo

(2) Lieutenant attend briefings? [OYes [JNo

d. Is the information system effective? Yes [ No
(1) Are personnel aware of current projects? Yes [ INo
Yes [INo

(2) Weekly correspondence routed?

e. How is the commander kept informed of daily events? The Chief and Staff Services Manager Ils are the main information pipeline for

the commander. The commander receives information verbally and via e-mail.

f. Are photos on picture board current? Yes [ No
e et || EVALUATED ACTION REQUIRED CORRECTED
5 AREA AND ST F EET _ 1| Yes No
a. Commander or facllltator/manager adequately prepared for meetlngs’? Yes (I No
(1) Do meetings begin on time? Yes [ JNo
(2) ls there an agenda? Yes [ No
Destroy Previous Editions c453a506.pc
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b. How often are Area meetings held? Quarterly for all staff; bimonthly for supervisors and managers.

(1) Who coordinates agenda? Section Administrative Assistant

(2) Who takes minutes? Not done anymore. However, action items are added to the project log and supervisors brief absentees.

(3) s action taken, with subsequent follow-up? Yes []No
¢. Are successive meetings held? Yes [INo
d. Are Top Management minutes discussed? . Yes [No

(1) Does commander support departmental programs? Yes [INo

(2) Do employees understand information disseminated? Yes [ No
e. Are special interest programs planned? Yes {J No
f  Are schedules arranged for maximum attendance? Yes [JNo

(1) Is information conveyed to absent members? Yes [No

g. What is the frequency of staif meetings? Quarterly for all staff; bimonthly for supervisors and managers.

(1) Agendas distributed prior to meetings? Yes [INo

(2) Who attends? Quarterly meetings - all employees; bimonthly meetings - commander, managers, SUpervisors.

(3) Action taken, with subsequent follow-up? Yes [INo

h. Are sergeants-only meetings held? [ Yes No
19

i, Whatis the frequency of nonuniformed meetings? Quarterly for all staff; bimonthly for supervisors and managers.

(1) Who schedules these meetings? Section Administrative Assistant

(2) What is the commander's role? Quarterly: Starts meeting, has question and answer session regarding important topics, discusses

safety information. Supervisor/manager meetings: Leads meeting, presents items of importance from Division or Top Management,

discusses action items, and chairs a round table of information sharing.

(3) Action taken, with subsequent follow-up? Yes [ No

.‘6 ]VIAN GEMENTGF ) ; | EVALUATED LC:JON REQUIRED CORREETED
a. ls ﬁr.n.e épént on activities plroportionate ;(o importaﬁce? ' Yes [ JNo
b. Commanderlieutenant/sergeants available other than busines / Yes [ ]No

ACTION REQUIRED CORRECTED

(G Pt ; : No
a. Does the commander comply with Contract Interpretations (Cl)? Yes [JNo
(1) Does a library copy of all Cls exist? Yes [ INo
(2) Employee groups notified prior to changing policy? Yes 1 Neo
(3) Employee contract training for nonuniformed supervisors? Yes [INo
(4) Managers/supervisors understand grievance/complaint procedures? . Yes [ No
Destroy Previous Editions P
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AREA DIVISION NUMBER
HRS (077) ASD

EVALUATED BY DATE
Sandra Bradley and Julie Martin 4/8/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation

[] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

[1YES NO

{7] correction Report

Fal
COMMANDER'S REVIEW /

Wzl sd

DATE

04 |28/9

i1, MANAGEMENT FUNCTIONS 5 Tﬁﬁ?' — RE@!RED Ecaﬁl;ﬁﬁo ! '
: _ es No
a. What functions of management were observed?
(1) Planning adequate? Yes [ JNo
(2) Organization adequate? Yes [INo
(8) Staffing adequate? Yes [ JNo
(4) Directing adequate? Yes [ JNo
(5) Controlling adequate? Yes [INo
(6) Delegating adequate? Yes [ JNo
i T EVALUATED ACTION REQUIRED CORRECTED
2, ORGANIZ‘_A’T!QN:_- : Yes No
a. Current Organizational Chart? Yes I No
(1) Lines of authority, responsibility, and training? Yes [CINo
b. How are personnel informed of commander's absence? ~ Verbally or through e-mail. Also noted on electronic calendar.
(1) Alternate assighed? Yes [ INo
(2) Division notified via comm-net? Yes [ JNo
c. Have collateral duties been assigned to supervisors? Yes [INo
[ Yes [ No

: N .
(1) Officers aware of assignments and/or changes® A/'//Q

d. How was efficiency of the organization tested?

Review of project log, duty statements, organization chart. New hires arc assigned a

mentor. The Administrative Assistant maintains project log, follows up with staff for progress, and updates log accordingly.

e. Is there an appropriate span of control? Yes [JNo
i T e ; EVALUATED ACTION REQUIRED CORREGTED
'3. JOB:DESCRIPTIONS :
! ; i L) Yes No
Yes  []No

a.

Local procedure for periodic review?

(1) Date of last review update?

Normally reviewed at the time of refill, but also updated when changes to duties occur.

b. Authority limits explained? Yes [ ]No
c. Written job descriptions for positions? Yes [ JNo
Destroy Previous Editions c453a506.p0l
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(1) Where are job descriptions kept? In the HRS electronic file dircctory as well as in a binder kept in the commander's office.

(2) Has cross training been conducted?

Yes

[(INo

‘4. COMMUNICATIONS

EVALUATED
Yes

ACTION REQUIRED
No

CORRECTED

a. Commander's methods to disseminate and receive information? Through verbal communications, e-mails, during commander's daily

stand-up meetings and staff meetings. Additionally, the commander has an open door policy.

(1) Does the commander use both formal and informal channels?

Yes

[ No

(2) How does the commander inform personnel of their contributions and/or accomplishments? Verbally to the employee and/or

employee's supervisor and through e-mail.

b. Good up and down flow of information within Area” Yes [ INo
(1) Commander to supervisors? Yes [INo

(2) Commander to officers through lieutenants/sergeants? ,{)/.1_{} [Jvyes [INo

(3) Supervisors to commander? Yes I No

(4) Supervisors to officers? /14 COvyes [INo

(5) Officers to supervisors? llt)//4 [dyes [INo

(6) Officers to commander through chain of command? /\)/H [OJvyes [OJNo

(7) Between uniformed/nonuniformed employees? o Wz [Jvyes [No

(8) Suggestions for improvement made/tested? Yes [JNo

c. Commander and supervisors available for counseling? Yes [ No
(1) Commander attend briefings? Yes [INo
(2) Lieutenant attend briefings? ju//é} [Jyes [No

d. Is the information system effective? Yes [JNo
(1) Are personnel aware of current projects? Yes [_INo
Yes [ JNo

(2) Weekly correspondence routed?

e. Howis the commander kept informed of daily events? ~ Through e-mails and Comm-Nets, verbally at the daily stand-up meeling with

managers and supervisors where concerns and issues are discussed.

f. Are photos on picture board current? []ves No
Mol Tl ' EVALUATED ACTION REQUIRED CORRECTED
5. AREA AND STAFF MEETINGS , 5
ol s 4 : Yes No
a. Commander or facilitator/manager adeqhately prepared for meetings? Yes [ No
(1) Do meetings begin on time? Yes [|No
Yes I No

(2) Is there an agenda?

CHP 453A (Rev. 5-06) Page 2 of 3
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b. How often are Area meetings held? Daily stand-up meeting lor managers/supervisors. Unil meetings occur about once a month,

(1) Who coordinates agenda? ~Administrative Assistant

(2) Who takes minutes? Office Technician or Administrative Assistant

(3) s action taken, with subsequent follow-up? Yes [INo
c. Are successive meetings held? Yes I No
d. Are Top Management minutes discussed? Yes [CINo
(1) Does commander support departmental programs? Yes [ No
(2) Do employees understand information disseminated? Yes [JNo
e. Are special interest programs planned? Yes [JNo
f. Are schedules arranged for maximum attendance? Yes [(INo
(1) Is information conveyed to absent members? Yes [1No

g. What is the frequency of staff meetings?  Daily for managers/supervisors. At least once a month lor other section employees.

(1) Agendas distributed prior to meetings? Yes [JNo

(2) Who attends? All HRS staff are included in meetings, but they normally attend their appropriate unit meeting. i.e., Transactions,

Classification and Hiring, Examinations, Clerical, etc.

(3) Action taken, with subsequent follow-up? Yes [INo
[INo

h. Are sergeants-only meetings held? /U/H [ ves

i, Whatis the frequency of nonuniformed meetings? ~ Varies but typically once a month.

(1) Who schedules these meetings? Unit managers.

(2) What is the commander's role? Commander is made aware of the meetings and tries to atiend as many as possible to provide

information to staff and/or answer questions posed by the staff.

(3) Action taken, with subsequent follow-up? Yes [ ]No
! : ] EVALUATED ACTION REQUIRED GORRECTED
6. MANAGEMENT OF TIME e, il
_ peti : Yes Nao
a. s time spent on activities proportionate to importance? Yes [T No
b. Commander/lieutenant/sergeants available other than business hours? Yes [(INo
A ; ) EVALUATED AGTION REQUIRED CORRECTED
7. ‘COLLECTIVE BARGAINING i e Yes
_ ; es No
a. Does the commander comply with Contract Interpretations (Cl)? Yes I No
(1) Does a library copy of all Cls exist? Yes [JNo
(2) Employee groups notified prior to changing policy? Yes [JNo
(3) Employee contract training for nonuniformed supervisors? Yes [No
(4) Managers/supervisors understand grievance/complaint procedures? Yes I No
Destroy Previous Editions c4533506.pdl
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'STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL HRS (077) ASD 1

COMMAND INSPECTION PROGRAM Inspected by: ' | Date:
Sandra Bradley and Julie Martin | 4/8/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized io document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [(] Corrective Action Plan Included
. -

[] Division Level Command Level ] Appeal Included

[] Executive Office Level [] Attachments Included

Commander's Signg

Follow-up Required: Forward to:

] Yes X No

Due Date:

The Human Resources Section (HRS) commander has a brief stand-up meeting every morning with all
section managers, as well as the section administrative assistant and secretary.

fCommand Suggestions for Statewide Improvement:

Stand-up meetings — Brief stand-up meetings, approximately 15 minutes in length, are a good means to
connect with employees. If they occur regularly, it gives employees a means to interact with their co-
workers and with their commander or supervisor to discuss items of importance that have recently
occurred or that are anticipated to occur. This keeps employees updated on information relevant to their
command and provides the opportunity for them to be involved in the processes.

[ Inspector's Findings:

This command inspection revealed that overall, the area administration of HRS is very good. Job
descriptions and the organization chart were recently reviewed and revised. In an effort to determine if
the section employees are aware of their responsibilities, various HRS staff were contacted and asked
to provide a brief explanation of their job duties. The responses received closely matched their written
job descriptions. The section staff rely heavily on a section project log that shows due dates to Division
and the Assistant Commissioner, Staff's office; this ensures that projects stay on track and are
completed in a timely manner. There is excellent communication among the staff and the commander
through personal interaction and formal meetings which are held regularly for all section staff. With the
recent reorganization and merger to Administrative Services Division, the picture board has become
outdated. However, with the upcoming move, the picture board will not be maintained.

CHP 680A (Rev. 08-08) OP1 010
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Command: Division: Chapter:
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Inspected by: Date:
Sandra Bradley and Julie Martin | 4/8/2009
Page 2 ;
[ Commander’s Response: ]

In a further effort to ensure employees are aware of their duties, managers will be reviewing their duty
statements with them during their annual performance evaluation meeting. Employees will also be
provided a copy of their duty statement annually.

[ Inspector's Comments: ]

No further comments.

.Riq i tion

Coretve Action Plan imiin B
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Inspected by: Date:
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Page 3

Appeals shall be file

Appeal Process:: d within five (5) business days o

omme' si f pel:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature: Date:

Cocd 2. ). L L R5-0F

Responding Commander's Signature {for appeal): Date:
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State of California Business, Transportation and Housing Agency

Memorandum

Date: April 20, 2009

To: Facilities Section

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Administrative Services Division

File No.: 70.A5031

Subject: COMMAND INSPECTION - AREA ADMINISTRATION

The following information is provided in reference to the Command Inspection Programi,
Exceptions Document, concerning Area Administration.

Inspector’s Findings:

Management Functions:

While Facilities Section is currently in the process of completing various projects and has some
long range goals identified, the command inspection revealed that there are no real accountability
measures utilized concerning the completion of the projects. The section does not use a project
tracking log, but does keep track of due dates to the Assistant Commissioner, Staff, by
monitoring that office’s log. However, there are no section due dates applied to projects and no
checklists, status boards or other tracking system is utilized. Tt is recommended that Facilities
Section develop and maintain an automated project tracking system, such as a facilities
maintenance database program, that all section employees can utilize to keep track of their
projects and ensure they are meeting the goals/timetables set up for the projects.

Facilities Section should review the duties and responsibilities of the clerical staff. The section
either does not utilize their existing clerical staff effectively or does not have adequate clerical
staffing. The section analysts, who are often out of the office at various field commands, spend
an inordinate amount of time trying to Jocate required paperwork for their projects. The section
does not have an organized filing system which makes it especially difficult to locate historical
files and documents that are necessary for the analysts to complete their projects. Clerical staff
could be utilized to take some of this burden off of the analysts, thereby making the analysts’ use

of time more effective.

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OP! 076



Facilities Section
Page 2
April 20, 2009

Organization:

To improve the efficiency of the section, a section tracking system should be utilized to control
the projects and clerical staff should develop and maintain a filing system that would assist the

section’s commander, managers and analysts.

The section’s current organization chart was reviewed and adequately displays the lines of
authority and responsibility. Section staff are always aware of the commander’s whereabouts

through the use of a sign-in board and travel itinerary.

Job Descriptions:

Job descriptions are normally reviewed only when vacancies are being filled. Itis recommended
that Facilities Section determine a procedure whereby the job descriptions are reviewed and
updated periodically, perhaps annually at the time of employees’ performance evaluations.

Section employees seem to know their duties and responsibilities. As part of the command

inspection, some of the employees were asked to provide a brief explanation of their job duties

and they were able to articulate them well.

The command ensures that all job descriptions are kept in the electronic files and that employees

are cross-trained.

Communications:

The command inspection revealed that there is excellent verbal communication in the Facilities
Section. The commander interacts frequently with the staff, always checking in to determine
how they are doing. All staff utilize a sign-in board and itinerary so other staff members know
their whereabouts. The commander encourages an opeil door policy.

Staff Meetings:

Regular staff meetings are held monthly (first Tuesday of the month) and employees are required
to keep their calendars open 8O they can attend these meetings. There is good reciprocal sharng

of information.



Facilities Section
Page 3
April 20, 2009

Management of Time:

The time spent on activities is not proportional to the importance of the activities. As indicated
previously, the analytical staff, in addition to traveling extensively, spend unnecessary time
trying to locate required paperwork for their projects. This is something that could be alleviated

through the use of clerical staff.

Collective Bargaining:

There is no library hard copy of the bargaining unit contracts; however, they are obtainable on-
line. The commander and managers comply with the terms of the contracts.

In conclusion, the Facilities Section should develop a project tracking system with section due
dates to keep abreast of the status of the various projects and the timelines for completion of the
projects. Additionally, a procedure should be developed to ensure job descriptions are updated
periodically, not only when positions vacate. Lastly, more effective use of existing clerical staff
or more clerical staff would be helpful to the analysts in keeping track of their paperwork for

ongoing projects.

Cot- 7Dl

C. A. WALKER
Assistant Chief



.:-/S—T;\;'E‘ OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Facilities (078) | ASP 1
COMMAND INSPECTION PROGRAM Inspected by Date:
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EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, o fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to™" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
[} Executive Office Level Attachments Included
Date:

Follow-up Required:

Yes [T] Ne

Forward to: Commander’s Signature:
(j)L,UlQ{ ‘\2 U
Due Date: )

Inspc’cor's Comments Regrdilnnative Practices:

"Cpter I;'t!on

In acquiring the facility-related responsibilities for inspection facilities and platform scales from the
Commercial Vehicle Section, Facilities Section can now incorporate those projects with other facility-
related projects, thereby improving consistency and project projections for routine maintenance and

repair services.

Facilities Section now has the ability to issue their own X-numbers for facility-related projects rather than
going through Business Services Section for the X-numbers. This has streamlined the process as well
as allowed Facilities Section to project services into future year contracts.

\ Command Suggestions for Statewide Improvement: J
Facilities Section (FS) will continue to work with the inspection facilities (IF) and field commands to
improve upon both the contract and X-number processes. FS is currently evaluating existing contracts
for both performance and cost benefit. FS will be facilitating additional training for all IF commanders
regarding contract management and the X-number process in order to streamline the existing practices
utilized in the completion of repair projects and payment of vendors. These efforts will enhance the

overall efficiency of the current process.

[ Inspector’s Findings:

Refer to attached memorandum.
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[ Commander’s Response: |

Management Functions: Facilities Section (FS) does utilize a Special Repair Project database utilized
by the analysts to track what phase of the project they are in. This database is still in the
implementation phase and was developed by Administrative Services Division in 2007 for this specific
purpose. Traditional due dates are not used for our construction projects due to the many phases the
project goes through for completion. Each phase is tracked on the database s0 anticipated completion

dates can be identified and scheduling for additional phases can be completed.

FS concurs with audit findings regarding the need for additional clerical staff for support of our analysts;
however, we recognize the difficulty in obtaining these additional positions and have elected to cross-
train our support staff to assist with heavy workload. FSis still working on an internal reorganization and
attempting to fill vacant positions to take on the additional work and responsibilities noted in the audit.

Management of Time: FS continues to evaluate current processes utilized by our analysts in both
contracting and the X-number process. Thus far we have implemented processes to streamline the X-
number, maintenance and special repair contract process. Position upgrades have been completed and
filled to address the need for additional support in these tasks. Automation enhancements are also
underway to assist with documents needed daily by analysts which currently are available only through

hard copy and traditional filing methods.

[Inspector's Comments: Il
The FS Commander has sufficiently explained why the use of traditional due dates for the construction

projects is not feasible. Since the command does note all phases of the projects in a database, there is
action being taken to monitor the completion of the projects. Therefore, no action is required at this time

regarding further use of a project tracking 10g.

The commander’s intention to cross-train the existing clerical staff to assist the analysts will greatly
benefit the staff and allow for better use of their time. FS should ensure that the job descriptions for

these positions are updated to reflect any changes.

quire N 2

W

Crctv cti 1imeline T
Job descriptions for all FS positions should be reviewed and updated, if necessary, by July 1, 2009.

Clerical staff should be cross-trained and provided additional duties to assist the section’s analysts by
November 1, 2009. This may require changes 1o the job descriptions of the clerical staff and, if so,
those changes should be incorporated into the job descriptions by November 1, 20089.

CHP 680A (Rev. 03-08) OP1 010
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Commanders BaS|s for Appeal
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E’-\ppeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
~
C-d. 1. : Y0 -9
ale:

Responding Commander's Signature (for appeal):

L
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL AREA DIVISION NUMBER
AREA MANAGEMENT EVALUATION Facilities (078) ASD

AREA ADMINISTRATION EVALUATED BY DATE

CHP 453A (Rev. 5-06) OPI 008 Sandra Bradley and Kathy Marshall 04/01/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the “Evaluated" box and/or the "Action Required"” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired,
SUSPENSE DATE

TYPE OF EVALUATION
Formal Evaluation ~» [] Informal Evaluation

"FOLLOW-UP REQUIRED

COMMANDER'S REVIEW DATE
[7] Correction Report i . ‘Q 4 /5 .
AYEs [INO O_D‘D 6’0@ LYOOI

BY

(| EVALUATED ACTION REQUIRED CORRECTED
A Yes Yes

a. What functions of management were observed?

(1) Planning adequate? [ Yes No
(2) Organization adequate? Yes [ JNo
3) Staffing adequate? - , . Yes /] No

@) gaced Oiscussed im Ev:c@,@ﬁ DS !f’)ar qmnem"‘. -
(4) Directing adequate? Yes [ ]No
(5) Controlling adequate? Yes [ JNo
Delegating adequate? Yes []No

AR | evaLuaTED ACTION REQUIRED CORRECTED
N :
; ‘| Yes Yes
a. Current Organizational Chart? Yes {1 No
(1) Lines of authority, responsibility, and training? Yes [ JNo
b, How are.personnel informed of commander's absence?  Sign-in board, travel itinerary, e-mail, verbal communication

(1) Alternate assigned? Yes [JNo
(2) Division notified via comm-net? Yes [ ]Ne
c. Have collateral duties been assigned to supervisors? Yes [ No
(1) Officers aware of assignments and/or changes? P\}/H [ Yes I Neo

d. Howwas efficiency of the organization tested?  Inspectors determined there is no project tracking log (except for AC, Staff's),

checklists, status boards, etc., to keep track of projects. Commander verbally communicates with staff regarding project status.

e. s there an appropriate span of control? Yes - [JNo
T TE = EVALUATED AGTION REQUIRED CORRECTED
it SC? - ION_ i Yes Yes
a. Local procedure for periodic review? [ Yes No
(1) Date of last review update? Reviewed only at the time of a new hire.
b. Authority limits explained? Yes [ JNo
c. Written job descriptions for positions? Yes [ No
Destroy Previous Edilions I,
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(1) Where are job descriptions kept?  In Facilities Section electronic files.

(2) Has cross training been conducted? Yes [ 1No
“| EVALUATED ACTION REQUIRED CORRECTED

Yes No

a. Commander's methods to disseminate and receive information? Through routine e-mails, monthly staff meetings, impromptu

meetings, word of mouth, open door policy.

(1) Does the commander use both formal and informal channels? : Yes I No

(2) How does the commander inform personnel of their contributions and/or accomplishments? Through e-mails, provides positive

verbal feedback 1o staff members, shares kudos at staff meetings.

b. Good up and down flow of information within Area? Yes [INo
(1) Commander to supervisors? ' ) ves [ INo
(2) Commander to officers through lieutenants/sergeants? }\)/[A OYes [1INo
(3) Supervisors to commander? Yes [ JNo
(4) Supervisors to officers? Iy /1,4 ] Yes [ No
(5) Officers to supervisors? 'S /I,q [ Yes I No
(6) Officers to commander through chain of command?  j0 /;4 [ Yes 1 No
(7) Between uniformed/nonuniformed employees? Yes [JNo
(8) Suggestions for improvement made/tested? Yes [JNo
c. Commander and supervisors available‘ for counseling? Yes [ No
(1) Commander attend briefings? Yes [:]_No
(2) Lieutenant attend briefings? U/F} [Jes [INo
d. Is the information system effective? Yes I No
(1) Are personnel aware of current projects? Yes [ No
(2) Weekly correspondence routed? Yes [JNo

e. Howis the commander kept informed of daily events? Through travel itinerary and impromptu discussions. Commander always asks,

"What's going on today?" Good reciprocal sharing of information verbally and via e-mail.

f. Are photos on picture board current? Yes [ No
T T R o A = EVALUATED ACTION REQUIRED CORRECTED
B i PR 7 Yes No

a. Commander or facilitator/manager adequately prepared for meetings? Yes [ JNo

(1) Do meetings begin on time? Yes [INo
Yes I No

(2) ls there an agenda?

Destroy Previous Edilions
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b. How often are Area meetings held? Monthly with all staff. Periodically with managers.

(1) Who coordinates agenda? Office Technician

(2) Who takes minutes? Staff Services Analyst

(3) Is action taken, with subsequent follow-up? Yes [ No
c. Are successive meetings held? Yes [JNa
d. Are Top Management minutes discussed? Yes I No
(1) Does commander support departmental programs? Yes [JNo
(2) Do employees understand information disseminated? Yes (I No
e. Are special interest programs planned? Yes I No
. Are schedules arranged for maximum attendance? Yes [INo
(1) s information conveyed to absent members? Yes [ No

g. Whatis the frequency of staff meetings? ~ Monthly (first Tuesday of the month)

(1) Agendas distributed prior to meetings? Yes [JNe

(2) Who attends? Al staff members are required to attend. Staff is encouraged to make themselves available and not to schedule

appointments during this time. Any absences require an explanation to the commander.

(3) Action taken, with subsequent follow-up? Yes JNo

h. Are sergeants-only meetings held? /\)/H [(dYes [No

i, Whatis the frequency of nonuniformed meetings? Monthly

(1) Who schedules these meetings? Commander

(2) Whatis the commander's role? Leads the meeting, provides information, answers questions.

(3) Action taken, with subsequent follow-up? [¥] Yes [INo
q p

il T RINE o - | evaLuATED ACTION REQUIRED CORRECTED

| Yes Yes

il ol AR (et

a. s time spent on activities proportionate to importance? [Jyes No

b. Commander/lieutenant/sergeants available other than business hours? Yes [INo
; 1| EVALUATED ACTION REQUIRED CORRECTED

Yes No

a. [-)o.es- the commander comply wi.th Contract Interpretations (Cl)? Yes [JNo

(1) Does a library copy of all Cls exist? . 1 Yes No

(2) Employee groups notified prior to changing policy? Yes [ No

(3) Employee contract training for nonuniformed supervisors? Yes [ INo

(4) Managers/supervisors understand grievance/complaint procedures? Yes I No
Destroy Previous Editions c4532506
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STATE o|I: CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL FMS (071) ASD !
COMMAND INSPECTION PROGRAM Inspecied by: . Date:

_ EXCEPTIONS DOCUMENT Caryn Argenio/Rosemary Sidley | 4/1/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level Command Level [ Appeal Included
[[J Executive Office Level [] Attachments Included
Forward to: Commander's Signature: Date:

Follow-up Required:

[ ves MO Due Date: WW’?” %/}//M

‘Chapter lnspetio:

Inspector's Commts Regarding Inovaive Practices:

Fiscal Management Section (FMS) worked with Information Technology Section and Human Resources
Section (HRS), Personnel Transactions Unit (PTU) to automate and streamline departmental account
receivable tracking. [TS developed the Employee Payroll Advance Recovery System (EPARS) that is
utilized by FMS and PTU staff to efficiently track and collect on account receivable accounts.

| Command Suggestions for Statewide Improvement: \

FMS implemented quarterly reporting on Driving Under the Influence cost recovery, witness fee
deposits, and invoices to enable commands to more effectively track submission and timely collection on
invoices. FMS implemented a vendor pre-payment program for arrest logs to enable vendors to order
multiple arrest logs from multiple areas without individual payments being sent to each Area office.

[ Inspector's Findings: B

This command inspection revealed that FMS is operating effectively with respect to Area Administration.
Job descriptions are current and reviewed annually, and cross-training within the section has been
completed. The dissemination and receipt of information and communication throughout the section is
very good. A variety of resources are utilized by the commander to ensure that all employees are made
aware of vital information pertinent to their daily operations as well as the Department. Regular staff
meetings are held, organized with an agenda, and follow-up meetings to resolve issues are encouraged
as necessary. The commander ensures all managers and supervisors are aware of assignments within
their scope of responsibility as well as scheduled timelines of all ‘major projects to ensure deadlines are
met. FMS managers and supervisors are knowledgeable regarding the appropriate employee
bargaining units and know where to access the contracts. Management supports an open door policy to

resolve problems in a timely manner.

CHP 680A (Rev, 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
FMS (071) ASD 1

Inspected by: Date:
Caryn Argenio/Rosemary Sidley | 4/1/2009

[ Commander's Response:

No comments necessary.

[ Inspector's Comments:

No additional comments.

-Req uired Action

Corrective Action Plan/Timeline

CHP 680A (Rev, 03-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
_ EXCEPTIONS DOCUMENT

Command: Division: Chapter:
FMS (071) A f
Inspected by: Date:
Page 3 Caryn Argenio/Rosemary Sidley | 4/1/2009

Appeal Process: (Appeals shall be filed within five (5) busin ess days of the completed chapter inspection). .

Commander's Basis for Appeal:

' Appeal Review/Decision: (This shall be the only level of appeal). ]
Lead Inspector's Signature: Date:
3 g .
6'0-7, —>&<—/€/£67_f‘\ L‘{‘—’Qq’oq
Responding Commander's Signature (for appeal): Date: J
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION

AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OP] 009

AREA DIVISION NUMBER
FMS (071) ASD

EVALUATED BY DATE
Rosemary Sidley and Caryn Argenio 4/1/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or “no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Suppiement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation

[] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED COMMANDER'S REVIEW DATE
(] Correction Report
[JYES NO
BY W Mﬁ" /2t /4 7
: , 7 EVALUATED ACTION REQUIRED CORRECTED
1. MANAGEMENT FUNCTIONS v,
> es No
a. What functions of management were observed?
(1) Planning adequate? Yes [INo
(2) Organization adequate? Yes [INeo
(3) Staffing adequate? Yes [ JNo
(4) Directing adequate? Yes [ No
(5) Controlling adequate? Yes [ JNo
(6) Delegating adequate? Yes [ JNo
! . o EVALUATED ACTION REQUIRED CORRECTED
2 ORGANIZATION Yes No
a. Current Organizational Chart? Yes [JNo
(1) Lines of authority, responsibility, and training? Yes [INo
b. How are personnel informed of commander's absence?  Via e-mail to all staff and Division.
(1) Alternate assigned? Yes [JNo
(2) Division notified via comm-net? Yes  [JNo
c. Have collateral duties been assigned to supervisors? Yes [ JNo
[JYes [T No

(1) Officers aware of assignments and/or changes?

/3

d. How was efficiency of the organization tested?  Completion of Year End Plan. Proper chain of command review and approval was
demonstrated as well as the dissemination of timelines to complete the projects.
e. Is there an appropriate span of control? Yes [JNo
i 3. JOB DESGRIPTIONS f{v:;umsn .;::)mu REQUIRED CORREGTED
a. Local procedure for periodic review? Yes [(JNo
(1) Date of last review update? Annually, in October. Also reviewed and updated when a vacancy oceurs.
b. Authority limits explained? Yes [ JNo
c. Written job descriptions for positions? Yes [ JNo
Destroy Previous Editions 4532506, pf
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY FPATROL

AREA MANAGEMENT EVALUATION

AREA ADMINISTRATION
" GHP 453A (Rev. 5-08) OPI 009

(1) Where are job descriptions kept? In the section's files by the clerical support staff, as well as electronic copies.

(2) Has cross training been conducted?

Yes

[INo

{ EVALUATED
4, COMMUNICATIONS i
| :

ACTION REQUIRED

No

CORRECTED

a. Commander's methods to disseminate and receive information? Departmental Comm-Net messages, staff meetings, section bulletin

boards, through manager/supervisor meetings with staff.

(1) Does the commander use both formal and informal channels?

Yes

(I No

(2) How does the commander inform personnel of their contributions and/or accomplishments? In person by personally thanking them;

through e-mail so copies can be made and placed in field folders; performance evaluations; Commendable Form 2s.

b. Good up and down flow of information within Area? Yes 1 No
(1) Commander to supervisors? Yes [ ]No

(2) Commander to officers through lieutenants/sergeants? A3/ 4 [COvyes [JNe

(3) Supervisors to commander? Yes [ No

4) Supéwisors to officers? e/ (Jyes [JNo

(5) Officers to supervisors? i\)/f‘) (JYyes [JNo

(6) Officers to commander through chain of command? /O/IL} [JYes [ No

(7) Between uniformed/nonuniformed employees? 0/14 [OQYes [JNo

(8) Suggestions for improvement made/tested? Yes [No

c. Commander and supervisors available for counseling? Yes []No
(1) Commander attend briefings? Yes {1 No

(2) Lieutenant attend briefings? /3] /;9 [JYes (I No

d. s the information system effective? ' Yes [JNo
(1) Are personnel aware of current projects? Yes [ INo
Yes [INo

(2) Weekly correspondence routed?

e. How is the commander kept informed of daily events? Departmental Comm-Nets, access to news clips via the cornputer, e-mails.

f. Are photos on picture board current? Yes [INo
I g EVALUATED ACTION REQUIRED CORRECTED
5. AREA ANDSTAFF-MEETINGS
| Yes No
a. Commander or facilitator/manager adequately prepared for meetings? Yes I No
(1) Do meetings begin on time? Yes [INo
(2) Isthere an agenda? Yes [JNo
Destroy Previous Editions 4532506, pdl
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b. How often are Area meetings held? Fvery other month, unless need dictates sooner.

(1) Who coordinates agenda? FMS Commander

(2) Who takes minutes? No minutes are taken.

(3) Is action taken, with subsequent follow-up? Yes [INo
c. Are successive meetings held? ) Yes [JNo
d. Are Top Management minutes discussed? Yes [(INo
(1) Does commander support departmental programs? Yes [INo
(2) Do employees understand information disseminated? Yes [INo
e. Are special interest programs planned? Yes [ No
f, Are schedules arranged for maximum attendance? . Yes [INo
(1) s information conveyed to absent members? Yes {INo

g. What is the frequency of staff meetings? Every other month, unless need dictates sooner.

(1) Agendas distributed prior to meetings? Yes [INo

(2) Who attends?  All staff, Meetings are scheduled so the majority of staff can attend. Manager/supervisor meetings occur at the

same frequency, and prior to the section staff meetings.

(3) Action taken, with subsequent follow-up? Yes [JNo

h. Are sergeants-only meetings held? LB [JYes [INeo

i. Whatis the frequency of nonuniformed meetings? Every other month, unless need dictates sooner.

(1) Who schedules these meetings? FMS Commander

(2) Whatis the commander's role? To facilitate the meeting, answer guestions, and create the agenda,

(3) Action taken, with subsequent follow-up? Yes [JNo
| : EVALUATED ACTION REQUIRED CORRECTED
'6. MANAGEMENT OF TIME . .
i Yes No
a. Is time spent on activities proportionate to importance? Yes [JNo
b. Commander/lieutenant/sergeants available other than business hours? ’ Yes I No
: EVALUATED ACTION REQUIRED CORRECTED
7. COLLECTIVE BARGAINING .
! Yes No
a. Does the commander comply with Contract Interpretations (CI)? Yes [ No
(1) Deoes a library copy of all Cls exist? Yes [INo
(2) Employee groups notified prior to changing policy? Yes I No
(3) Employee contract training for nonuniformed supervisors? Yes [[INo
(4) Managers/supervisors understand grievance/complaint procedures? Yes [ INo
Destroy Previous Editions c4532506.pdf
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State of California Business, Transportation and Housing Agency

Memorandum

Date: April 20, 2009

To: Facilities Section

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Administrative Services Division

File No.: 70.A5031

Subject: COMMAND INSPECTION - AREA ADMINISTRATION

The following information is provided in reference to the Command Inspection Program,
Exceptions Document, concerning Area Administration.

Inspector’s Findings:

Management Functions:

While Facilities Section is currently in the process of completing various projects and has some
long range goals identified, the command inspection revealed that there are no real accountability
measures utilized concerning the completion of the projects. The section does not use a project
tracking log, but does keep track of due dates to the Assistant Commissioner, Staff, by
monitoring that office’s log. However, there are no section due dates applied to projects and no
checklists, status boards or other tracking system is utilized. It is recommended that F acilities
Section develop and maintain an automated project tracking system, such as a facilities
maintenance database program, that all section employees can utilize to keep track of their
projects and ensure they are meeting the goals/timetables set up for the projects.

Facilities Section should review the duties and responsibi‘lities of the clerical staff. The section
either does not utilize their existing clerical staff effectively or does not have adequate clerical
staffing. The section analysts, who are often out of the office at various field commands, spend
an inordinate amount of time trying to locate required paperwork for their projects. The section
does not have an organized filing system which makes it especially difficult to locate historical
files and documents that are necessary for the analysts to complete their projects. Clerical staff
could be utilized to take some of this burden off of the analysts, thereby making the analysts’ use

of time more effective.

Safety, Service, and Security

CHP S1WP (Rev 11-RAY OPI 076



Facilities Section
Page 2
April 20, 2009

Organization:

To improve the efficiency of the section, a section tracking system should be utilized to control
the projects and clerical staff should develop and maintain a filing system that would assist the
section’s commander, managers and analysts.

The section’s current organization chart was reviewed and adequately displays the lines of
authority and responsibility. Section staff are always aware of the commander’s whereabouts

through the use of a sign-in board and travel itinerary.

Job Descriptions:

Job descriptions are normally reviewed only when vacancies are being filled. It is recommended
that Facilities Section determine a procedure whereby the job descriptions are reviewed and
updated periodically, perhaps annually at the time of employees’ performance evaluations.

Section employees seem to know their duties and responsibilities. As part of the command
inspection, some of the employees were asked to provide a brief explanation of their job duties

and they were able to articulate them well.

The command ensures that all job descriptions are kept in the electronic files and that employees
are cross-trained.

Communications:

The command inspection revealed that there is excellent verbal communication in the Facilities
Section. The commander interacts frequently with the staff, always checking in to determine
how they are doing. All staff utilize a sign-in board and itinerary so other staff members know

their whereabouts. The commander encourages an open door policy.

Staff Meetings:

Regular staff meetings are held monthly (first Tuesday of the month) and employees are required
1o keep their calendars open so they can attend these meetings. There is good reciprocal sharing

of information.



Facilities Section
Page 3
April 20, 2009

Management of Time:

The time spent on activities is not proportional to the importance of the activities. As indicated
previously, the analytical staff, in addition to traveling extensively, spend unnecessary time
trying to locate required paperwork for their projects. This is something that could be alleviated

through the use of clerical staff.

Collective Bargaining:

There is no library hard copy of the bargaining unit contracts; however, they are obtainable on-
line. The commander and managers comply with the terms of the contracts.

In conclusion, the Facilities Section should develop a project tracking system with section due
dates to keep abreast of the status of the various projects and the timelines for completion of the
projects. Additionally, a procedure should be developed to ensure job descriptions are updated
periodically, not only when positions vacate. Lastly, more effective use of existing clerical staff
or more clerical staff would be helpful to the analysts in keeping track of their paperwork for

ongoing projects.

Coot- 2.0 Ml

C. A. WALKER
Assistant Chief



STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Facilities (078) | ASP |

CONMMAND INSPECTION PROGRAM Inspected by: Date:
Sandra Bradley/Kathy Marshall | 4/1/2009

~ EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
(] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level [ Attachments Included
Forward to: Commander's Signature: Date:

Follow-up Required:
X Yes [ No Due Date: ( i\_/[/ig 2 D%ﬂn/

ChapterInspection:

Inspector's ommnts Rgrding Innovativ Practices:

In acquiring the facility-related responsibilities for inspection facilities and platform scales from the
Commercial Vehicle Section, Facilities Section can now incorporate those projects with other facility-
related projects, thereby improving consistency and project projections for routine maintenance and

repair services.

Facilities Section now has the ability to issue their own X-numbers for facility-related projects rather than
going through Business Services Section for the X-numbers. This has streamlined the process as well
as allowed Facilities Section to project services into future year contracts.

| Command Suggestions for Statewide Improvement:
Facilities Section (FS) will continue to work with the inspection facilities (IF) and field commands to
improve upon both the contract and X-number processes. FS is currently evaluating existing contracts
for both performance and cost benefit. FS will be facilitating additional training for all IF commanders
regarding contract management and the X-number process in order to streamline the existing practices
utilized in the completion of repair projects and payment of vendors. These efforts will enhance the

overall efficiency of the current process.

| Inspector’s Findings: ]

Refer to attached memorandum.

CHP 680A (Rev. 09-08) OPI 010
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Command: Division: Chapter:

Facilities (078) | ASP 1
Inspected by: Date:

Sandra Bradley/Kathy Marshall | 4/1/2009

Page 2

[ Commander's Response: |
Management Functions: Facilities Section (FS) does utilize a Special Repair Project database utilized

by the analysts to track what phase of the project they are in. This database is still in the
implementation phase and was developed by Administrative Services Division in 2007 for this specific
purpose. Traditional due dates are not used for our construction projects due to the many phases the
project goes through for completion. Each phase is tracked on the database so anticipated completion
dates can be identified and scheduling for additional phases can be completed.

FS concurs with audit findings regarding the need for additional clerical staff for support of our analysts;
however, we recognize the difficulty in obtaining these additional positions and have elected to cross-
train our support staff to assist with heavy workload. FS is still working on an internal reorganization and
attempting to fill vacant positions to take on the additional work and responsibilities noted in the audit.

Management of Time: FS continues to evaluate current processes utilized by our analysts in both
contracting and the X-number process. Thus far we have implemented processes to streamline the X-
number, maintenance and special repair contract process. Position upgrades have been completed and
illed to address the need for additional support in these tasks. Automation enhancements are also
underway to assist with documents needed daily by analysts which currently are available only through

hard copy and traditional filing methods.

| Inspector's Comments:
The FS Commander has sufficiently explained why the use of traditional due dates for the construction

projects is not feasible. Since the command does note all phases of the projects in a database, there is
action being taken to monitor the completion of the projects. Therefore, no action is required at this time

regarding further use of a project tracking log.

The commander’s intention to cross-train the existing clerical staff to assist the analysts will greatly
benefit the staff and allow for better use of their time. FS should ensure that the job descriptions for

these positions are updated to reflect any changes.

Required Action

Corrective Action Plan/Timeline
Job descriptions for all FS positions should be reviewed and updated, if necessary, by July 1, 2009.

Clerical staff should be cross-trained and provided additional duties to assist the section’s analysts by
November 1, 2009. This may require changes to the job descriptions of the clerical staff and, if so,
those changes should be incorporated into the job descriptions by November 1, 2009.

CHP B80A (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

_ EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Facilities (078) | ASD 1
Inspected by: Dale:
Page 3 Sandra Bradley/Kathy Marshall | 4/1/2009
_pp.el Process: (-App.e."s shall be filed within ﬁve 5 ufn'es days of rbe'compfetd ca,o‘ter inspe'cibn). i

Commander's Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

[ Lead Inspector's Signature: Date:
C‘G/LA)“(QEC&A <320 -9
Responding Commander's Signature (for appeal): Date:

CHP 6804 {Rev. 03-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
GHP 453A (Rev. 5-06) OP| 009

AREA DIVISION NUMBER
Facilities (078) ASD

EVALUATED BY DATE

Sandra Bradley and Kathy Marshall 04/01/2009

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. f this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation

[] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

YES

[CJNO

[] Correction Report

BY

CGMMJ’\PDER‘S REWE‘\;Q
dpm oy o Ut

Y[s4 0q

I EVALUATED ACTION REQUIRED CORRECTED
!1. MANAGEMENT FUNCTIONS Ves Ves
a. What functions of management were observed?
(1) Planning adequate? [JYes No
(2) Organization adequate? Yes [ ]No
(3) Staffing adequate? [Jves No
(4) Directing adequate? Yes [ ]No
(5) Controlling adeguate? Yes [JNo
(6) Delegating adequate? Yes [ JNo
[ EVALUATED ACTION REQUIRED CORRECTED
fi2. ORGANIZATION Yes os
a. Current Organizational Chart? Yes [JNo
(1) Lines of authority, responsibility, and training? Yes [INo
b. How are personnel informed of commander's absence?  Sign-in board, travel itinerary, e-mail, verbal communication
(1) Alternate assigned? Yes [ JNo
(2) Division notified via comm-net? Yes [ JNo
c. Have collateral duties been assigned to supervisors? Yes [INo
(1) Officers aware of assignments and/or changes? P\]/H [ Yes [JNo
d. How was efficiency of the organization tested?  Inspectors determined there is no project tracking log (except for AC, Staff's),
checklists, status boards, elc., to keep track of projects. Commander verbally communicates with staff regarding project status.
e. lIs there an appropriate span of control? Yes [INo
!'3. JOB DESCRIPTIONS :;ALUATED ACTION REQUIRED CORRECTED
: es Yes
a. Local procedure for periodic review? [ Yes No
(1) Date of last review update? Reviewed only at the time of a new hire.
b. Authority limits explained? Yes [ JNo
c. Written job descriptions for positions? Yes [INo
Destroy Previous Editions o4532506.pdf
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AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
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(1) Where are job descriptions kept? In Facilities Section electronic files.

(2) Has cross training been conducted?

Yes

[JNo

[

4, CONMIMUNICATIONS
| Yes

EVALUATED

ACTION REQUIRED
No

CORRECTED

a. Commander's methods to disseminate and receive information? Through routine e~mails, monthly staff meetings, impromptu

meetings, word of mouth, open door policy.

(1) Does the commander use both formal and informal channels?

Yes

I No

(2) How does the commander inform personnel of their contributions and/or accomplishments? Through e-mails, provides positive

verbal Teedback to staff members, shares kudos at stafl meetings.

b. Good up and down flow of information within Area? Yes [INo
(1) Commander to supervisors? Yes [[JNo

(2) Commander to officers through lieutenants/sergeants? U/H {1Yes [JNo

(3) Supervisors to commander? Yes [INo

(4) Supervisors to officers? 9] /,14 Ovyes [JNo
(5) Officers to supervisors? 'S /1/4 [OYes [JNo
(6) Officers to commander through chain of command? o //4 [JYes [JNo

(7) Between uniformed/nonuniformed employees? [FlYes [JNo

(8) Suggestions for improvement made/tested? Yes [ No

¢. Commander and supervisors available-for counseling? Yes [INo
(1) Commander attend briefings? Yes [ JNo
(2) Lieutenant attend briefings? IU//4 [ Yes [JNo

d. ls the information system effective? Yes [ No
(1) Are personnel aware of current projects? Yes [ JNo
Yes [JNo

(2) Weekly correspondence routed?

e. How is the commander kept informed of daily events?  Through travel itinerary and impromptu discussions. Commander always asks,

"What's going on today?" Good reciprocal sharing of information verbally and via e-mail.

f. Are photos on picture board current? Yes [ JNo
=== EVALUATED ACTION REQUIRED CORRECTED
'5. AREA AND STAFF. MEETINGS .. . . i oy
| es No
a. Commander or facilitator/manager adequately prepared for meetings? Yes (I No
(1) Do meetings begin on time? Yes [ JNo
(2) Isthere an agenda? Yes [JNo
Destroy Previous Edilions c453a506.pdf
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b. How often are Area meetings held? Monthly with all staff. Periodically with managers.

(1) Who coordinates agenda? Office Technician

(2) Who takes minutes? Staff Services Analyst

(3) Is action taken, with subsequent follow-up? Yes [ JNo
c. Are successive meetings held? Yes [ No
d. Are Top Management minutes discussed? Yes O No
(1) Does commander support departmental programs? Yes [JNo
(2) Do employees understand information disseminated? Yes I No
e. Are special interest programs planned? . Yes [ JNo
f  Are schedules arranged for maximum attendance? | Yes [JNo
(1) Is information conveyed to absent members? Yes [JNo

g. Whatis the frequency of staff meetings? ~ Monthly (first Tuesday of the month) '
Yes [ JNo

(1) Agendas distributed prior to meetings?

(2) Who attends? Al staff members are required to attend. Staffis encouraged to make themselves available and not to schedule

appointments during this time. Any absences require an explanation to the commander.

(3) Action taken, with subsequent follow-up? Yes [ No
h. Are sergeants-only meetings held? /\)/H [(OYes [JNo
i. Whatis the frequency of nonuniformed meetings? Monthly
(1) Who schedules these meetings? Commander
(2) What is the commander's role? Leads the meeting, provides information, answers questions.
(3) Action taken, with subsequent follow-up? Yes [ No
ILE MANAGEMENT OF TIME . E;P::UATED :’c;;ou REQUIRED CORRECTED
a. Is time spent on activities proportionate to importance? [JYes No
b. Commander/lieutenant/sergeants available other than business hours? Yes I No
| Y EVALUATED ACTION REQUIRED CORRECTED
!7’. COLLECTIVE BARGAINING Yes No
a. Does the commander comply with Contract Interpretations (CI)? Yes [JNo
(1) Does a library copy of all Cls exist? []Yes No
(2) Employee groups notified prior to changing policy? Yes [ JNo
(3) Employee contract training for nonuniformed supervisors? Yes [JNo
(4) Managers/supervisors understand grievance/complaint procedures? Yes [JNo
Destroy Previous Editions c453a508.pal
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STATE OF.CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL BSS (076) A58 1

COMMAND INSPECTION PROGRAM Inspected by: _ | bate:
Kathy Marshall and Julie Martin | 4/7/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
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TYPE OF INSPECTION Xl Corrective Action Plan Included
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Forward to: Commander's Signature: Date:

Follow-up Required:

Yes  [INo s e & Z Qnderdor— Y.04.09

-.hapter InSpect‘io'n; it

Inspeotor’sC'ommnts Regardig Innovative Practices:

The Business Services Section (BSS) commander sometimes allocates assignments that will help prepare staff
for upward mobility opportunities, such as bill analysis or special writing assignments. The commander plans to
introduce discussions about the Strategic Plan goals and objectives at quarterly staff meetings so staff
understand how important their work is to overall departmental efficiency and effectiveness.

3SS employees are located at different work sites (buildings); therefore, the commander has staff meetings at all
of the different locations so employees do not always have to leave their work sites for meetings. Also, this gives
the BSS employees an opportunity to visit their co-workers' offices.

[ Command Suggestions for Statewide Improvement:

No suggestions for statewide improvement were provided.

[ Inspector's Findings:

BSS is a nonuniformed command: therefore, several questions on the CHP 453A related to uniformed employees
were not applicable to this section. This command inspection determined that the overall area administration of
BSS is very good. Staff rely heavily on the Project Log to ensure accountability and timely completion of projects.
The commander communicates well with the employees, both verbally and through e-mail, and maintains an open
door policy. There are regular staff meetings where information is communicated to the staff and staff have the
ability to ask questions or provide input. The assignment of alternate commander is rotated among the

managers. Attempts are made to resolve issues at the lowest possible level.

This command inspection noted two areas of concern: 1) Most job descriptions are normally reviewed when there
is a vacancy. While most were updated in August 2007 or later, a few had not been updated since February
2004; 2) When a clerical employee is absent, the remaining clerical staff answer the telephones. However, there
is no cross-training of the clerical employees. It is recommended that all job descriptions be reviewed and
updated, and that a process be implemented whereby all of the job descriptions are periodically
reviewed for appropriateness. Additionally, all clerical staff should be cross-trained so one can perform

the duties of another as necessary.
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[ Commander's Response: |

Areas of concern:
(1) Review of job descriptions — As stated, the command reviews duty statements at the time of

vacancy. Due to the specialty of the command’s units, most duty statements are specific in
nature and do not change. The inspector recommends a process for periodical review. Even
though the command has not had issue with its current practice, it will defer to the inspector’s
recommendation and will incorporate a review of all duty statements. Please provide an
acceptable time frame for periodical review.

(2) Cross-training of clerical employees — As stated, BSS clerical staff are only cross-trained on the
general clerical support duties such as answering phones, assisting visitors, routing and copying
documents, mail pick-up and distribution, etc. Due to the specialty of the units within BSS, the
ability to cross-train clerical staff on duties over and above general clerical support duties listed
above is not an effective or efficient use of resources. Many of the clerical staff are trained on
software programs unigue to their units and many of these programs have licensing issues which
does not allow unlimited users. In addition, due to the infrequency of use, the clerical staff would
have no proficiency with regard to these duties. The filing systems are also unique. The BSS
has had issues in the past with misfiled documents. Adding additional staff to filing would most
likely exacerbate the situation instead of easing it. At this time, BSS respectfully disagrees with
the cross-training of clerical staff over and above the current duties. NOTE: The CHP is a pilot
agency for a new eProcurement system. When that system is fully functional, there will not be a
user issue. BSS plans to train all three office technicians to use this system. This system
replaces two of the current unit specific software programs (ACS and Dr. E).

Inspector's Comments:

(1) All duty statements should be reviewed/updated by July 1, 2009, and then on a yearly basis
thereafter, either altogether, or individually to coincide with the employee’s performance
appraisal.

(2) No further action is required concerning the cross-training of the clerical employees. The
commander has elaborated on the current cross-training of these employees, which appears
sufficient and will be enhanced when the eProcurement system is operational. Also, there are
extenuating circumstances in this command that would make extensive cross-training ineffectual.

Required Action

Corrective Action Plan/Timeline

All duty statements with a July 1, 2008, or earlier review date, will be reviewed/updated by July 1, 2008
(combining any annual reviews in the process). Thereafter, they will be reviewed at the time of each

employee’s annual evaluation.
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation

[] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

(7] Correction Report

COMMANDER'S REVIEW

DATE

4.94.09

YES [JNO AL OpdLssr—
BY
| | EVALUATED ACTION REQUIRED CORRECTED
{1. MANAGEMENT FUNCTIONS Yes No
a. What functions of management were observed?
(1) Planning adequate? Yes [ INo
(2) Organization adequate? Yes [ _INo
(3) Staffing adequate? Yes [ INo
(4) Directing adequate? Yes [JNo
(5) Controlling adequate? Yes [INo
(6) Delegating adequate? Yes [JNo
W EVALUATED ACTION REQUIRED CORRECTED
‘2. ORGANIZATION Yes No
a. Current Organizational Chart? Yes [ JNo
(1) Lines of authority, responsibility, and training? Yes [JNo
b. How are personnel informed of commander's absence?  E-mail, phone call or voice mail.
(1) Alternate assigned? Yes [JNo
(2) Division notified via comm-net? Yes [JNo
¢. Have collateral duties been assigned to supervisors? Yes [ INo
[JYes [ No

(1) Officers aware of assignments and/or changes? r\j//q

d. How was efficiency of the organization tested?

Managers often build a detailed work plan for assignments and include the

information on the Project Log. The Project Log was reviewed and the projects are on track for completion by the due dates.

e. Is there an appropriate span of control? Yes [ JNo
EVALUATED ACTION REQUIRED CORRECTED
'3. JOB DESCRIPTIONS Y,
es Yes
a. Local procedure for periodic review? [ Yes No
(1) Date of last review update? Most were reviewed in August 2007 or later. Updated as positions vacate.
b. Authority limits explained? Yes [JNo
¢. Written job descriptions for positions? Yes [ No
Destroy Previous Edilions cA532508, pdf
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(1) Where are job descriptions kept? In binders near the commander's office. Job descriptions for all BSS employees were reviewed.

Most were updated in August 2007 or later, but a few were dated 2004 and 2006.

(2) Has cross training been conducted? []Yes No

l J EVALUATED ACTION REQUIRED CORRECTED
4. COMMUNICATIONS ;
! ; Yes No

a. Commander's methods to disseminate and receive information? E-mail groups are used frequently to disseminate information, as well

as through informal and formal meetings.

(1) Does the commander use both formal and informal channels? Yes I No

(2) How does the commander inform personnel of their contributions and/or accomplishments? In meetings, verbally directly to the

employee, and through announcements at informal events, such as potlucks. Congratulatory documents are placed in field [olders.

b. Good up and down flow of information within Area? Yes I No
(1) Commander to supervisors? Yes [JNo
(2) Commander to officers through lieutenants/sergeants? U/H [JYes [JNo
(3) Supervisors to commander? Yes [JNo
(4) Supervisors to officers? U/H [JYes [JNo
(5) Officers to supervisors? /O//Q [Jyes [No
(6) Officers to commander through chain of command? ,U/[Q [OYes [No
(7) Between uniformed/nonuniformed employees? p/;q (Jyes [JNo
(8) Suggestions for improvement made/tested? Yes [JNe
c. Commander and supervisors available for counseling? Yes I No
(1) Commander attend briefings? Yes [ No
(2) Lieutenant attend briefings? A}/m [Jyes [JNo
d. Is the information system effective? Yes [ No
(1) Are personriel aware of current projects? Yes [ JNo
(2) Weekly correspondence routed? Yes [ No

e. How is the commander kept informed of daily events? ~ The Chief and Staff Services Manager Ils are the main information pipeline for

the commander. The commander receives information verbally and via e-mail.

f. Are photos on picture board current? Yes [JNo
i . 1 EVALUATED ACTION REQUIRED CORRECTED
(5. AREA AND'STAFF:MEETINGS .
Yes No
a. Commander or facilitator/manager adequately prepared for meetings? Yes [J No
(1) Do meetings begin on time? Yes [ No
(2) Isthere an agenda? Yes [ JNo
Destroy Previous Editions 4538508 pdl
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b. How often are Area meetings held? Quarlerly for all staff; bimonthly for supervisors and managers.

(1) Who coordinates agenda? Scction Administrative Assistant

(2) Who takes minutes? Not done anymore. However, action items are added to the project log and supervisors brief absentees.

(3) Is action taken, with subsequent follow-up? Yes [ JNo
c. Are successive meetings held? Yes [JNo
d. Are Top Management minutes discussed? : Yes [ JNo
(1) Does commander support departmental programs? Yes [ JNo
(2) Do employees understand information disseminated? Yes [JNo
e. Are special interest programs planned? Yes [ JNo
f. Are schedules arranged for maximum attendance? Yes [ ]No
(1) s information conveyed to absent members? Yes [JNo

g. What s the frequency of staff meetings? Quarterly for all staff: bimonthly for supervisors and managers.

(1) Agendas distributed prior to meetings? Yes [ INo

(2) Who attends? Quarterly meetings - all employees; bimonthly meetings - commander, managers, supervisors.

(3) Action taken, with subseguent foliow-up? _ Yes [ JNo

h. Are sergeants-only meetings held? ) [JYes No
V)

i, Whatis the frequency of nonuniformed meetings? ~Quarterly for all staff: bimonthly for supervisors and managers.

(1) Who schedules these meetings? Section Administrative Assistant

(2) What is the commander's role? Quarterly: Starts meeﬁng, has question and answer session regarding important topics, discusses

safety information. Supervisor/manager mectings: Leads meeting, presents items of importance from Division or Top Management,

discusses action items, and chairs a round table of information sharing.

(3) Action taken, with subsequent follow-up? Yes [ JNo
i - EVALUATED ACTION REQUIRED CORRECTED
(6. MANAGEMENT OF TIME
. : Yes No
a. Is time spent on activities proportionate to importance? ' Yes JNo
b. Commander/iieutenant/sergeants available other than business hours? ] Yes [T No
B = ; ; EVALUATED ACTION REQUIRED CORRECTED
:_‘7. COLLECTIVE BARGAINING i es No
a. Does the commander comply with Contract Interpretations (CI)? Yes  []1No
(1) Does a library copy of all Cls exist? Yes [ JNo
(2) Employee groups notified prior to changing policy? Yes [INo
(3) Employee contract training for nonuniformed supervisors? Yes JNo
(4) Managers/supervisors understand grievance/complaint procedures? Yes [JNo
Destroy Previous Editions c4532506.pdf
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TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[ Executive Office Level [] Attachments Included

Forward to: Commander's Signgtire:

Follow-up Required:

[JYes No

Due Date:

ha'pt'e‘r_ Inspection:

Inspector's Comments Regarding Inovative Practices:

The Human Resources Section (HRS) commander has a brief stand-up meeting every morning with all
section managers, as well as the section administrative assistant and secretary.

[ Command Suggestions for Statewide Improvement: l

Stand-up meetings — Brief stand-up meetings, approximately 15 minutes in length, are a good means to
connect with employees. If they occur regularly, it gives employees a means to interact with their co-
workers and with their commander or supervisor to discuss items of importance that have recently
occurred or that are anticipated to occur. This keeps employees updated on information relevant to their
c_ommand and provides the opportunity for them to be involved in the processes.

[ Inspector's Findings: |

This command inspection revealed that overall, the area administration of HRS is very good. Job
descriptions and the organization chart were recently reviewed and revised. In an effort to determine if
the section employees are aware of their responsibilities, various HRS staff were contacted and asked
to provide a brief explanation of their job duties. The responses received closely matched their written
job descriptions. The section staff rely heavily on a section project log that shows due dates to Division
and the Assistant Commissioner, Staff's office; this ensures that projects stay on track and are
completed in a timely manner. There is excellent communication among the staff and the commander
through personal interaction and formal meetings which are held regularly for all section staff. With the
recent reorganization and merger to Administrative Services Division, the picture board has become
outdated. However, with the upcoming move, the picture board will not be maintained.
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| Commander's Response:

In a further effort to ensure employees are aware of their duties, managers will be reviewing their duty
statements with them during their annual performance evaluation meeting. Employees will also be

provided a copy of their duty statement annually.

[ Inspector's Comments:

No further comments.

Reauired Action

Corrective Action Plan/Timeline
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Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander‘s Basis for Appeal:

[‘Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature: Date:

Coct2 ). Pl L2509

Responding Commander's Signature (for appeal): Date:
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AREA DIVISION NUMBER
HRS (077) ASD

EVALUATED BY DATE
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION

Formal Evaluation

(] Informal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

{] Correction Report

COMMANDER'S REVIEW

Y

-

DATE

e e oY o2 04 ).28)19
1. MANAGEMENT FUNCTIONS E.:iw"éf "‘Nc:"” RE@‘RED CorkefleD /7
a. What functions of management were observed?
(1) Planning adequate? Yes [JNo
(2) Organization adequate? Yes [JNo
(3) Staffing adequate? Yes [ INo
(4) Directing adequate? Yes [ No
(5) Controlling adequate? Yes [ INo
(6) Delegating adequate? Yes [ No
2 A f{v:is.umm ANC;IDN REQUIRED CORRECTED
| a. Current Organizational Chart? Yes I No
(1) Lines of authority, responsibility, and training? Yes [ INo
b. How are personnel informed of commander's absence?  Verbally or through e-mail. Also noted on electronic calendar.
(1) Alternate assigned? Yes [ No
(2) Division notified via comm-net? Yes [INo
¢. Have collateral duties been assigned to supervisors? Yes I No
wa [OYyes [No

(1) Officers aware of assignments and/or changes? f\)//C)

How was efficiency of the organization tested?

Review of project log, duty statements, organization chart. New hires arc assigned a

mentor. The Administrative Assistant maintains project log, follows up with stafl for progress, and updates log accordingly.

e. Is there an appropriate span of control? Yes [INo
fisz EVALUATED ACTION REQUIRED CORRECTED
i3. JOB DESCRIPTIONS
i Yes No
Yes I No

a.

Local procedure for periodic review?

(1) Date of last review update?

Normally reviewed at the time of refill, but also updated when changes to duties occur.

b. Authority limits explained? Yes ] No
c. Wiritten job descriptions for positions? Yes [ ]No
Destroy Previous Editions o453a506.pcl
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(1) Where are job descriptions kept? 1n the HRS electronic file directory as well as in a binder kept in the commander's office.

(2) Has cross training been conducted?

Yes

[ No

4 COMMUNICATIONS Yes

EVALUATED

ACTION REQUIRED
No

CORRECTED

a. Commander's methods to disseminate and receive information? Through verbal communications, e-mails, during commander's daily

stand-up meetings and staff mectings. Additionatly, the commander has an open door policy.

M

Does the commander use both formal and informal channels?

Yes

[T No

(2) How does the commander inform personnel of their contributions and/or accomplishments? Verbally to the employee and/or

employee's superviser and through e-mail.

b. Good up and down flow of information within Area? Yes [JNo
(1) Commander to supervisors? ' Yes [INo

(2) Commander to officers through lieutenants/sergeants? ,{)'//Z] [Oyes [JNo

(3) Supervisors to commander? [¥l'yes [JNo

(4) Supervisors to officers? o/ Ja] COyes [Iio

(5) Officers to supervisors? I/U/ﬁq [Jves O No

(6) Officers to commander through chain of command? IU//‘L? [JYes [JNo

(7) Between uniformed/nonuniformed employees? I8 //_q [yes [No
(8) Suggestions for improvement made/tested? ) Yes [1No

c. Commander and supervisors available for counseling? Yes I No
(1) Commander attend briefings? Yes [No
(2) Lieutenant attend briefings? /'u/ 49 [JYes [INo

d. s the information system effective? Yes [JNo
(1) Are personnel aware of current projects? Yes [INo
Yes [ JNo

(2) Weekly correspondence routed?

e. How is the commander kept informed of daily events? ~ Through e-mails and Comm-Nets, verbally at the daily stand-up meeting with

managers and supervisors where concerns and issues are discussed.

f. Are photos on picture board current? [Jves No
| VIR a2 EVALUATED ACTION REQUIRED CORRECTED
|5, AREA-AND STAFF-MEETINGS: . - - .
f Yes No
a. Commander or facilitator/manager adequately prepared for meetings? Yes [JNo
(1) Do meetings begin on time? Yes I No
(2) s there an agenda? Yes [_JNo
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b. How often are Area meetings held? Daily stand-up meeting lor managers/supervisors. Unil meetings occur about once a month.

(1) Who coordinates agenda? Administrative Assistant

(2) Who takes minutes? Office Technician or Administrative Assistant

(3) Is action taken, with subsequent follow-up? Yes [ No
c. Are successive meetings held? Yes [JNo
d. Are Top Management minutes discussed? Yes [JNo
(1) Does commander support departmental programs? Yes [JNo
(2) Do employees understand information disseminated? Yes (I No
e. Are special interest programs planned? Yes [ JNo
f. Are schedules arranged for maximum attendance? Yes [INo
(1) s information conveyed to absent members? Yes [ JNo

g. What is the frequency of staff meetings? Daily for managers/supervisors. At least once 2 month for other section employees.

(1) Agendas distributed prior to meetings? Yes [ No

(2) Who attends? All HRS staff are included in meetings, but they normally attend their appropriate unit meeting, i.e.. Transactions,

Classification and Hiring, Examinations, Clerical, etc.

(3) Action taken, with subsequent follow-up? Yes [JNo

h. Are sergeants-only meetings held? (/4 [yes [No

i. What is the frequency of nonuniformed meetings?  Varies but typically once a month.

(1) Who schedules these meetings? Unit managers.

(2) What is the commander's role? Commander is made aware of the meetings and tries to atiend as many as possible to provide

information to staff and/or answer questions posed by the staff.

(3) Action taken, with subsequent follow-up? Yes []No
[ EVALUATED ACTION REQUIRED CORRECTED
6. MANAGEMENT OF TIME ,
k& ; Yes No
a. Is time spent on activities proporiionate to importance? Yes I No
b. Commander/lieutenant/sergeants available other than business hours? Yes I No
{ ; EVALUATED ACTION REQUIRED CORRECTED
!7. COLLECTIVE BARGAINING v
| > es No
a. Does the commander comply with Contract Interpretations (CI)? Yes [ JNo
(1) Does a library copy of all Cls exist? Yes [JNo
(2) Employee groups notified prior to changing policy? Yes [ No
(3) Employee contract training for nonuniformed supervisors? Yes [INo
(4) Managers/supervisors understand grievance/complaint procedures? Yes O No
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CHP 453A (Rev. 5-06) Page 3 of 3



